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Instructions  to  Depository  Libraries 

Introduction 


The  Instructions  to  Federal  Depository  Libraries  are  the 

official  rules  and  regulations  of  the  Federal  Depository 
Library  Program.  All  depositories  must  conform  to  the 
procedures  set  forth  in  these  instructions. 


Congress  established  the  Federal  Depository 
Library  Program  based  upon  three  principles: 

1.  With  certain  specified  exceptions,  all 
Government  publications  shall  be  made 
available  to  Federal  depository  libraries. 

2.  Federal  depository  libraries  shall  be 
located  in  each  State  and  U.S. 
Congressional  district  in  order  to  make 
Government  publications  widely  available. 

3.  These  Government  publications  shall  be 
available  for  the  free  use  of  the  general 
public. 

Chapter  19  of  Title  44  of  the  U.S.  Code  is 
the  authority  for  the  establishment  and 
operation  of  the  Federal  Depository  Library 
Program.  The  legal  responsibilities  of  Federal 
depository  libraries  fall  into  two  broad 
categories: 

1.  Providing  for  free  public  access  to 
Government  information. 

2.  Providing  for  the  proper  maintenance  of 
the  depository  materials  entrusted  to  the 
individual  depository's  care. 

These  two  areas  touch  on  nearly  every  aspect 
of  library  operations. 


The  Instructions  to  Federal  Depository 
Libraries  have  been  issued  in  order  to  give 
more  specific  guidance  on  these  areas.  The 
Instructions  are  organized  into  nine  chapters. 
Each  chapter  deals  with  a  specific  aspect  of  the 
depository  operation. 

The  Instructions  to  Federal  Depository 
Libraries  are  the  official  rules  and  regulations 
of  the  Federal  Depository  Library  Program.  All 
depositories  must  conform  to  the  procedures  set 
forth  in  these  instructions. 

Depository  librarians  must  ensure  that  all 
personnel  concerned  with  any  aspect  of  the 
depository  operation  are  made  aware  of  the 
importance  of  the  Instructions. 

Depository  staff  should  review  the 
Instructions  at  least  annually.  If  you  have  any 
questions  about  the  areas  covered  by  the 
Instructions  or  if  you  would  like  an  additional 
copy  of  the  Instructions,  please  write  to: 

Chief,  Depository  Services 
U.S.  Government  Printing  Office 
Library  Programs  Service  (SLL) 
Washington,  DC  20401 
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Federal  Depository  Status 


A.  Federal  Depository  Library  Program 

B.  Designation 

C.  Types  of  Designations 

D.  Depository  Termination  Procedure 

E.  Additional  Information 


Vie  Federal  Depository  Library  Program 
has  been  established  to  provide  for  free 
public  access  to  information  produced 
by  the  Federal  Government. 


The  Federal  Depository  Library  Program 
originated  in  the  early  1800's  when  a  joint 
resolution  of  Congress  directed  that  additional 
copies  of  the  House  and  Senate  Journals  and 
other  documents  be  printed  and  distributed  to 
institutions  outside  the  Federal  establishment. 

From  that  small  beginning,  the  Federal 
Depository  Library  Program  has  grown  into  a 
system  of  close  to  1400  Federal  depository 
libraries.  These  libraries  include  many  of  the 
most  prestigious  libraries  in  the  country  as  well 
as  smaller  local  libraries.  With  few  exceptions, 
all  Congressional  districts  and  territories  of  the 
United  States  have  at  least  one  Federal 
depository  library. 


B.  Designation 

The  Federal  Depository  Library  Program  has 
been  established  to  provide  for  free  public 
access  to  information  produced  by  the  Federal 
Government.  While  many  libraries  request  status 
as  a  Federal  Depository  to  benefit  their  primary 
patrons  (students,  judges,  residents  of  a  political 
jurisdiction,  etc.),  all  libraries  that  apply  for 


status  make  a  legal  commitment  to  provide 
Government  information  to  all  of  the  people  of 
the  local  U.S.  Congressional  district  or  relevant 
region. 

Your  library  is  an  official  depository  for  U.S. 
Government  publications.  It  has  been 
designated  as  such  in  one  of  the  following  ways: 


1.  By  the  U.S.  Representative  who  currently 
represents  your  Congressional  district  or 
a  predecessor; 

2.  By  one  of  your  State's  current  U.S. 
Senators  or  a  predecessor; 

3.  By  virtue  of  being  a  State  Library; 

4.  By  virtue  of  being  a  land-grant  college 
library; 

5.  By  virtue  of  being  the  highest  Appellate 
Court  Library  in  the  State; 

6.  By  virtue  of  being  the  library  of  a  Federal 
executive  department,  independent  agency 
or  service  academy; 

7.  By  virtue  of  being  the  library  of  an 
accredited  law  school; 

8.  By  special  act  of  Congress. 
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...  all  libraries  that  apply  for  status  make 
a  legal  commitment  to  provide 
Government  information  to  all  of  the 
people  of  the  local  U.S.  Congressional 
district  or  relevant  region. 


In  accepting  the  privilege  of  Federal 
depository  library  status,  you  have  agreed  to 
abide  fully  by  the  law  and  regulations 
governing  officially  designated  Federal 
depository  libraries. 


C.  Types  of  Designations 

There  are  two  ways  in  which  libraries  can  be 
designated  Federal  depositories.  Most  libraries 
receive  Federal  depository  status  through 
designation  by  an  elected  or  appointed  Federal 
official.  A  smaller  number  of  libraries,  called 
"by-law"  depositories,  receive  depository  status 
through  special  provisions  of  Title  44,  United 
States  Code. 


D.     Depository  Termination  Procedure 

If  for  any  reason  the  library  finds  that  it 
cannot  meet  the  legal  obligations  set  forth  in 
the  Instructions,  the  library  has  the  right  to 
voluntarily  relinquish  its  depository  privilege  by 
addressing  a  letter  to  the  Superintendent  of 
Documents  stating  that  the  library  no  longer 
wishes  to  be  a  depository  for  U.S.  Government 
publications.  If  the  library  is  served  by  a 
designated  regional  depository,  the  regional 
should  also  be  notified  of  this  decision. 

A  library's  depository  status  may  be 
terminated  by  the  Superintendent  of  Documents 
if  the  library  fails  to  meet  the  requirements  as 
set  forth  in  the  law,  or  consistently  disregards 
notices  and  instructions,  resulting  in  unnecessary 
expense  to  the  Government  in  administering  the 
program. 


Upon  termination  of  the  depository  privilege, 
either  by  request  or  for  cause,  the  library  shall 
request  instructions  from  its  regional  depository 
concerning  disposition  to  be  made  of  the 
depository  publications  on  hand.  If  the  library 
is  not  served  by  a  designated  regional 
depository,  instructions  will  be  obtained  from 
the  Superintendent  of  Documents. 


All  Government  publications  supplied 
under  the  Federal  Depository  Library 
Program  remain  the  property  of  the 
United  States  Government  even  after  a 
library  relinquishes  its  depository  status. 


If  the  library  wishes  to  keep  certain 
publications  which  were  received  under  the 
depository  program,  it  may  so  request.  The 
library  must  submit  a  list  of  the  depository 
publications  it  wishes  to  keep  to  the  regional 
library  (or  to  the  Superintendent  of  Documents 
in  the  absence  of  a  regional).  A  written  request 
for  permanent  retention  of  the  materials  should 
accompany  the  list. 

Each  request  will  be  reviewed  on  an 
individual  basis  and  the  depository  library  will  be 
advised  of  the  decision.  All  Government 
publications  supplied  under  the  Federal 
Depository  Library  Program  remain  the 
property  of  the  United  States  Government  even 
after  a  library  relinquishes  its  depository 
status. 


E.  Additional  Information 

Additional  information  concerning  depository 
designation  and/or  termination  procedures  can 
be  obtained  by  contacting: 

Chief,  Depository  Services 
U.S.  Government  Printing  Office 
Library  Programs  Service  (SLL) 
Washington,  DC  20401  ♦♦♦ 
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Chapter  2  Collection  Development 


A.  Purpose 

B.  Scope  of  Collection  Development 

C.  Materials  Available  for  Selection 

D.  Item  Number  Selections 

E.  Selection 

F.  Additions 

G.  Deletions 

H.  Selective  Housing 


...  the  Government  information  needs  of 
the  general  public  must  influence  the 
collection  development  of  depository 
libraries. 


Congress  established  the  Federal  Depository 
Library  Program  to  help  fulfill  its  responsibility 
to  inform  the  public  on  the  policies  and 
programs  of  the  Federal  Government.  All 
depositories  share  in  this  responsibility. 

Providing  free  public  access  to  Government 
information  is  the  rationale  given  by  public 
officials  when  they  designate  a  depository 
library;  therefore,  the  Government  information 
needs  of  the  general  public  must  influence  the 
collection  development  of  depository  libraries. 


B.  Scope  of  Collection  Development 

A  majority  of  libraries  that  are  designated 
depositories  have,  as  their  primary  mission,  a 
commitment  to  serve  a  particular  patron  group 
(students,  judges,  etc.).  While  these  libraries 
focus  collection  development  most  closely  on 
the  needs  of  their  primary  patrons,  they  must 
not  ignore  the  Government  information  needs 
of  the  general  public. 


Most  depositories  are  designated  to  serve  a 
particular  U.S.  Congressional  district,  but  the 
number  of  depositories  in  a  Congressional 
district,  the  size  of  the  Congressional  district, 
the  type  of  library,  and  even  the  existence  of 
established  interlibrary  cooperative 
arrangements,  could  dictate  a  local  public 
service  area  other  than  the  U.S.  Congressional 
district. 

These  local  public  service  areas,  if  different 
from  the  Congressional  district,  should  be 
negotiated  among  neighboring  depositories,  to 
ensure  that  all  areas  of  the  Congressional 
district  are  served. 

All  depositories  should  select  the  publications 
listed  as  the  "basic  collection"  found  in  the 
Guidelines  for  the  Depository  Library  System. 
Relevant  indexes  should  be  available  in  the 
depository  to  facilitate  access  to  the  resources  of 
the  documents  collection. 

As  it  is  increasingly  difficult  for  one 
depository  to  meet  the  Government  information 
demands  of  a  varied  population,  the  collection 
development  of  a  depository  should  not  be 
considered  in  isolation.  The  depository  library 
system  is  a  system  of  cooperating  libraries.  All 
depositories  are  part  of  this  larger  system. 

Depository  libraries,  either  solely  or  in 
conjunction  with  neighboring  depositories,  will 
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make  demonstrable  efforts  to  identify  and  meet 
the  Government  information  needs  of  the 
Congressional  district  or  local  area. 

One  demonstrable  effort  is  the  formulation 
and  implementation  of  a  written  depository 
collection  development  policy  which  specifically 
articulates  the  library's  strategy  for  identifying 
and  meeting  the  Government  information  needs 
of  the  local  area. 

The  collection  development  policy  should 
also  address  procedures  for  obtaining  documents 
requested  by  patrons  but  not  selected  by  the 
library;  inter-depository  coordination  of 
selections;  resources  available  locally;  and 
interlibrary  loan  services.  This  policy  can  be 
formulated  using  the  same  criteria  discussed  in 
Section  2  of  the  Federal  Depository  Library 
Manual. 


C.  Materials  Available  for  Selection 

The  basis  for  selection  is  the  List  of  Classes 
of  United  States  Government  Publications 
Available  for  Selection  by  Depository  Libraries 
and  the  Union  List  of  Item  Selections.  The 

latter  publication  is  available  only  in  microfiche. 

These  lists  include  those  series  or  groups  of 
publications  having  a  public  or  educational  value 
which  are  issued  by  the  various  departments  and 
agencies  of  the  U.S.  Government.  Excluded 
from  the  lists  are  publications  issued  for  strictly 
administrative  or  operational  purposes  which 
have  no  public  interest  or  educational  value, 
those  classified  for  reasons  of  national  security, 
and  so-called  "cooperative  publications." 

Cooperative  publications  are  documents 
which  are  self-sustaining.  Their  continued 
existence  depends  on  funds  raised  by  selling 
copies  of  the  publication.  For  this  reason,  they 
are  not  available  for  free  distribution  through 
the  Federal  Depository  Library  Program. 

Entries  for  these  publications  do  appear  in 
the  Monthly  Catalog.     Such  titles  as  the 


National  Union  Catalog  and  the  National  Park 
Service  Trends,  Grist,  and  Design  fall  within 
this  category. 

Depository  libraries  should  also  consider 
selecting  items  from  the  Federal  Depository 
Library  Manual's  "core  collections."  The 
Government  Printing  Office's  Subject 
Bibliographies  and  the  Publications  Reference 
File  (PRF)  should  also  be  reviewed  in  order  to 
make  informed  collection  development 
decisions. 


D.  Item  Number  Selections 

Depository  libraries  select  documents  by 
categories.  Each  category  is  identified  by  a 
unique  item  number.  One  set  of  item  cards, 
arranged  in  item  number  order,  is  furnished  to 
all  new  depository  libraries.  This  set  consists  of 
a  3x5  card  for  each  item  number,  which  may  be 
comprised  of  one  or  more  series  available  for 
selection  by  depository  libraries.  Each  card 
gives  item  number,  issuing  agency,  series  title, 
Superintendent  of  Documents  classification 
number,  format,  and  annotation.  These  cards 
must  be  kept  and  maintained  by  the  library. 

The  item  number  assigned  to  a  series  remains 
the  controlling  number  for  that  series  regardless 
of  change  of  title,  transfer  of  the  series  or  its 
publisher  within  the  Government,  or  change  in 
the  name  of  the  issuing  agency. 

An  item  number  assigned  to  a  series  may  also 
govern  the  distribution  of  closely  related  series 
of  a  similar  nature  (e.g.,  numbered  manuals  with 
similar  content  issued  by  the  same  agency).  In 
this  instance,  the  library  selecting  this  item 
would  also  receive  the  related  series  as  well. 

For  agencies  whose  scope  and  publications 
issuances  are  limited  (e.g.  Fine  Arts 
Commission),  one  item  number  has  been 
established  to  cover  all  publications  issued.  In 
such  cases,  the  series  name  entry  on  the  item 
card  will  read  "Reports  and  Publications." 
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GPO  annually  issues  a  computer  printout  so 
that  each  depository  library  may  change  its 
selection  of  items.  Detailed  information  on 
selections  is  furnished  at  this  time. 

It  is  important  to  remember  that  new  item 
selections  from  the  annual  selection  update  take 
effect  after  October  1.  Libraries  cannot  claim 
new  selections  before  that  time. 

Changes  to  your  selection  profile  are  made 
by  returning  to  the  Library  Programs  Service  the 
green  postal  cards,  GPO  Form  3495, 
Amendment  of  Selections,  properly  identified 
with  your  assigned  depository  library  number 
and  signature.  Deletion  of  selections  can  be 
made  at  any  time. 

The  printed  list  entitled  List  of  Classes  of 
U.S.  Government  Publications  Available  for 
Selection  by  Depository  Libraries  is  revised 
and  furnished  to  depositories  on  a  quarterly 
basis.  Depositories  should  use  this  list  to  keep 
the  item  cards  updated.  The  List  of  Classes 
and  Administrative  Notes  should  also  be 
consulted  when  making  new  selections  to 
determine  whether  the  series  is  still  active. 

It  is  important  that  selections  by  a  library  be 
centrally  coordinated  within  the  library  and  that 
records  be  kept  accurately  to  avoid 
misunderstandings.  Libraries  are  notified  when 
new  series  are  added  to  the  item  numbers 
through  announcements  in  the  Depository 
Shipping  List  and  Administrative  Notes. 


E.  Selection 

Selective  depositories  are  not  required  to 
receive  all  U.S.  Government  publications  which 
are  made  available  to  depositories.  Select  only 
those  items  best  suited  to  the  needs  of  your 
local  area  and  Congressional  district. 

In  order  to  meet  these  public  needs,  the 
library's  percentage  of  item  number  selections 
needs  to  be  appropriate  for  the  type  and  size  of 
the  library.  An  appropriate  level  of  selections 


should  be  at  least  half  the  average  item 
selection  rate  of  libraries  of  similar  type  and 
size.  Exceptions  will  be  made  for  depositories 
which  can  document  that  their  current  selection 
rate  effectively  meets  public  needs. 


An  appropriate  level  of  selections  should 
be  at  least  half  the  average  item 
selection  rate  of  libraries  of  similar  type 
and  size. 


Depositories  should  undertake  an  annual 
zero  based  review  of  their  current  item  number 
selections.  Item  number  selections  and  deletions 
should  be  made  once  a  year  as  part  of  a 
comprehensive  documents  collection 
development  policy. 

Your  regional  depository  receives  all 
depository  items.  Depend  upon  the  regional  for 
seldom  used  items. 

Item  number  selections  and  item  number 
deletions  are  made  by  using  GPO  Form  3495 
(the  green  postal  cards)  entitled  Amendment  of 
Selections  (see  Exhibit  I). 


F.  Additions 

Additions  to  the  library's  previous  selections 
can  be  made  only  during  the  annual  update 
cycle  or  when  new  series  are  surveyed.  The  sole 
exception  to  this  rule  occurs  when  material  has 
been  printed  in  earlier  years  and  then  is  held  by 
GPO  until  it  can  be  bound. 

A  good  example  of  this  exceptional  treatment 
is  the  U.S.  Congressional  Serial  Set,  which  is 
not  bound  and  distributed  until  long  after  it  is 
printed.  In  order  for  libraries  to  be  eligible  to 
receive  the  U.S.  Congressional  Serial  Set, 
selection  must  be  made  prior  to  the  beginning 
of  the  session  of  the  Congress  it  covers. 
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New  selections  from  the  annual  item 
selection  update  cycle  (which  usually 
occurs  in  May)  are  not  implemented 
until  the  following  October  ... 


New  selections  from  the  annual  item 
selection  update  cycle  (which  usually  occurs  in 
May)  are  not  implemented  until  the  following 
October  (i.e.,  you  will  not  receive  these 
selections  until  the  following  October).  New 
depositories  receive  a  set  of  item  cards  when 
they  are  designated;  they  can  immediately  make 
selections  and  return  the  cards  to  GPO.  They 
will  begin  receiving  items  they  have  selected 
within  one  month. 

Publications  cannot  be  furnished 
retroactively.  New  selections  can  only  be 
furnished  to  libraries  as  new  items  are  ordered 
printed  by  the  issuing  agency.  Only  series  for 
which  item  cards  have  been  furnished  can  be 
added  to  a  depository's  selections. 

Occasionally,  GPO  receives  only  a  limited 
number  of  copies  of  a  publication  from  a 
department  or  agency  for  distribution  to 
depository  libraries.  These  copies  are  sent  to  all 
designated  regional  depositories;  the  remainder 
are  made  available  to  selective  depositories 
through  a  "special  offer"  on  a  first-come,  first- 
served  basis.  These  materials  are  usually 
retrospective  runs  of  series.  These  special  offers 
are  announced  through  Administrative  Notes 
and  notices  on  the  depository  shipping  lists. 

Notifications  of  new  series  are  made  on 
Survey  Shipping  Lists  and  distributed  to  all 
depository  libraries.  One  set  of  "item  cards"  and 
an  Optical  Character  Recognition  (OCR) 
scannable  form  accompany  each  survey. 

Extreme  care  should  be  taken  in  completing 
the  OCR  scannable  forms.  If  the  scanner  does 
not  record  the  selected  items  for  the  correct 
library,  the  publications  will  not  be  received. 
Mail  all  surveys  to  the  address  shown  on  the 
Survey  Shipping  List. 


Examples  of  the  survey  materials  you  will  use 
are  shown  in  Exhibits  F,  G,  and  H.  Regional 
depositories  are  not  required  to  return  OCR 
scanning  forms  as  they  automatically  receive  all 
materials  made  available  under  the  Federal 
Depository  Library  Program. 


G.  Deletions 


All  selections  should  be  reviewed  at 
least  once  a  year  to  ascertain  their 
appropriateness  and  to  adjust  selections 
to  the  changing  Government 
information  needs  of  patrons. 


All  selections  should  be  reviewed  at  least 
once  a  year  to  ascertain  their  appropriateness 
and  to  adjust  selections  to  the  changing 
Government  information  needs  of  patrons.  If 
some  currently  selected  items  are  judged 
inappropriate  for  the  collection,  these  items 
should  be  deleted  from  your  selection  profile. 

Item  deletions  can  be  made  at  any  time 

using  GPO  Form  3495.  When  an  item  is 
dropped,  all  previous  issues  of  the  publication 
must  still  be  retained  for  the  usual  five-year 
period  before  they  can  be  offered  on  a  regional 
discard  list.  If  the  State  is  not  served  by  a 
regional  library,  publications  must  be  retained 
permanently.  See  Chapter  4,  part  D  of  these 
Instructions  for  further  details  on  retention 
requirements  and  discarding  procedures. 


H.  Selective  Housing 

A  library  may  selectively  house  a  percentage 
of  its  depository  publications  at  other  libraries 
or  institutions.  The  designated  library  will  still 
be  responsible  for  these  materials,  and  for  their 
receipt,  initial  processing,  and  discard. 
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If  the  library  director  does  not  administer  the 
site  of  the  selectively  housed  collection,  a 
"Memorandum  of  Agreement"  (MOA)  must  be 
drawn  up  outlining  the  host  institution's 
responsibilities  to  provide  for  free  public  access, 
and  to  maintain  the  records  and  materials  in  the 
documents  collection.  An  example  of  a  selective 
housing  MOA  can  be  found  in  the  Federal 
Depository  Library  Manual.  A  copy  of  the 
memorandum  must  be  sent  to  the  Chief,  GPO 
Depository  Services  Staff,  and  to  the  regional 
library  (if  applicable).  All  Government 
publications  supplied  under  the  Federal 
Depository  Library  Program  remain  the 
property  of  the  United  States  Government. 

♦  ♦♦ 


Instructions  to  Depository  Libraries  Chapter  2 
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A.  Bibliographic  Control 

B.  Shipping  List 

C.  Direct  Mail  &  Separates 

D.  Processing 

E.  Arrangement 

F.  Claims 

G.  Duplicates 


As  all  depositories  are  the  legally 
responsible  custodians  of  Government 
property,  each  depository  will  maintain 
a  holdings  record  to  the  piece  level  of 
all  depository  selections  regardless  of 
format. 


A.  Bibliographic  Control 

Many  documents  are  extremely  time 
sensitive.  All  shipments  should  be  unpacked 
and  processed  as  they  are  received.  Failure  to 
do  so  can  result  in  the  loss  of  your  depository 
status. 

As  all  depositories  are  the  legally  responsible 
custodians  of  Government  property,  each 
depository  will  maintain  a  holdings  record  to  the 
piece  level  of  all  depository  selections 
regardless  of  format.  A  comprehensive  shelflist 
is  the  preferred  holdings  record. 

This  record  keeping  requirement  does  not 
mean  that  a  shelflist  card  has  to  be  generated 
for  each  piece.  For  instance,  the  holdings 
record  for  some  map  series  could  be  comprised 
of  a  basic  shelflist  card  for  the  map  series  plus 
checking-off  the  appropriate  quadrangles  of 
maps  received  on  the  index  map. 


A  depository  shelflist  can  be  in  either  paper 
or  electronic  format.  A  depository  holdings 
record  can  be  part  of  a  larger  all-encompassing 
library  record  or  it  can  be  comprised  of  a 
number  of  records  that  together  make  up  a 
comprehensive  holdings  record  for  documents. 


The  library  must  mark  all  depository 
materials,  regardless  of  format,  in  some 
manner  to  distinguish  these  items  from 
nondepository  materials. 


The  library  must  mark  all  depository 
materials,  regardless  of  format,  in  some 
manner  to  distinguish  these  items  from 
nondepository  materials.  All  depository 
materials  should  be  dated  with  either  the 
shipping  list  date  or  the  date  of  processing.  The 
date  will  identify  depository  material  eligible  for 
discarding  five  years  after  receipt. 

As  cataloging  greatly  enhances  accessibility, 
cataloging  all  or  part  of  the  documents 
collection  is  recommended.  Cataloged  as  well  as 
uncataloged  documents  can  be  arranged 
according  to  the  Superintendent  of  Documents 
(SuDocs)  classification  system,  other 
classification  systems,  or  a  combination  of 
systems. 
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B.  Shipping  List 


As  important  and  necessary  information 
is  often  conveyed  via  the  shipping  list, 
each  shipping  list  should  be  carefully 
reviewed  by  the  library  staff. 


The  Superintendent  of  Documents  has 
distributed  depository  shipping  lists  since  August 
1,  1951.  Besides  listing  all  the  publications  in  a 
complete  shipment,  the  shipping  list  also 
indicates  the  item  numbers  under  which  the 
publications  were  distributed,  the  titles  and 
series  numbers  of  the  publications,  the 
Superintendent  of  Documents  classification 
numbers,  and  GPO  sales  information,  when 
applicable. 

The  shipping  list  is  also  used  by  GPO  as  a 
quick  means  of  informing  depository  libraries  of: 
corrections  to  previous  lists,  special  publications 
which  are  available  upon  individual  request, 
changes  in  the  List  of  Classes,  additions  to  item 
numbers,  and  other  special  announcements 
pertaining  to  the  Federal  Depository  Library 
Program.  (See  Exhibits  A  -  F  for  sample 
shipping  lists.) 

As  important  and  necessary  information  is 
often  conveyed  via  the  shipping  list,  each 
shipping  list  should  be  carefully  reviewed  by  the 
library  staff. 

If  any  information  given  on  a  shipping  list  is 
incorrect,  the  mistake  will  be  corrected  on  a 
special  "Corrections"  shipping  list.  These  lists 
are  easy  to  recognize  as  they  are  printed  on 
pink  paper.  The  correction  shipping  list  will  cite 
the  number  of  the  inaccurate  shipping  list  and 
will  provide  any  information  needed  to  revise 
the  original  entry  on  the  shipping  list  or  in  the 
library's  records  (see  Exhibit  E  for  sample). 

Regional  depositories  receive  one  paper 
format  shipping  list  per  shipment  box. 
Electronic  shipping  lists  may  also  be  sent  one 
shipment  per  box.    Microfiche  format  boxes 


sometimes  contain  more  than  one  regional 
shipment  per  box. 

The  content  of  a  regional's  shipment  box  is 
referred  to  as  a  complete  shipment;  therefore 
the  content  of  one  shipping  list  is  referred  to  as 
a  "complete"  shipment. 

As  most  selective  depositories  select  only  a 
percentage  of  the  total  items  available  for 
selection,  they  receive  only  partial  shipments,  a 
subset  of  what  appears  on  the  shipping  list  (e.g. 
only  those  items  previously  selected  by  the 
library,  which  appear  on  the  shipping  list). 

As  shipment  boxes  are  held  until  full, 
selectives  often  receive  several  partial 
shipments,  and  their  corresponding  shipping 
lists,  in  a  single  shipment  box.  Every  depository 
library  receives  a  copy  of  every  depository 
shipping  list  even  if  none  of  the  items  listed  on 
a  particular  shipping  list  were  selected  by  the 
library. 

There  are  three  sequential  numbering  series 
for  the  materials  distributed  from  GPO:  one  for 
paper  documents  (P),  one  for  microfiche 
documents  (M),  and  one  for  electronic 
publications  (E). 


A  sequence  of  shipping  lists  for  calendar  year 
1993  is  shown  below: 

Paper  Microfiche  Electronic 

93-0001-P  93-0001-M  93-0001-E 

93-0002-P  93-0002-M  93-0002-E 

93-  0003-P  93-0003-M  93-0003-E 

At  the  beginning  of  the  next  calendar  year 
(1994)  the  sequence  is  repeated. 

94-  000 1-P      94-000 1-M     94-000 1-E 


The  first  two  digits  indicate  the  calendar 
year;  the  next  number  is  the  sequential  number 
of  the  shipping  list,  and  the  letter  indicates  the 
format  of  the  materials  included  on  that 
shipping  list. 
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The  U.S.  Geological  Survey  (USGS) 
distributes  maps  on  shipping  lists  numbered  the 
same  way  as  the  GPO  shipping  lists,  excluding 
the  final  letter.  The  Defense  Mapping  Agency 
(DMA)  distributes  its  maps  with  unnumbered 
packing  slips,  not  with  shipping  lists. 


C.  Direct  Mail  &  Separates 

"Separates"  are  materials  that  are  not  sent  to 
depositories  in  regular  shipment  boxes;  they  are 
too  large  for  regular  boxes  or  they  need  special 
handling  before  they  can  be  shipped.  Separates 
include  maps  and  charts  (distributed  from 
GPO),  pre-packaged  publications,  and  over-sized 
publications.  These  publications  are  mailed  to 
depository  libraries  as  they  are  received  by 
GPO. 

Special  shipping  lists  that  list  only  separates 
are  compiled  and  sent  to  depository  libraries. 
(See  Exhibit  D  for  a  sample  of  this  type  of 
shipping  list.)  These  "separates"  shipping  lists 
are  clearly  marked  and  they  are  numbered  as 
part  of  the  GPO  paper  format  shipping  list 
numbering  sequence.  The  shipping  list 
containing  separates  is  usually  mailed  at  least 
once  a  week.  Claiming  procedures  for  separates 
are  the  same  as  for  regular  shipments. 

Certain  publications  are  not  listed  on  the 
shipping  lists,  for  reasons  of  timeliness.  Some 
publications  are  mailed  automatically  by  another 
section  of  GPO.  The  Commerce  Business 
Daily  and  the  Federal  Register  are  examples  of 
publications  that  fall  into  this  category.  These 
publications  are  collectively  referred  to  as 
"direct  mail"  publications. 


D.  Processing 

Several  "complete"  shipments  are  mailed  each 
working  day  from  GPO.  Regional  depositories 
usually  receive  one  complete  shipment  per  box; 
but  the  shipment  box  a  selective  depository 
receives  may  contain  several  partial  shipments. 


Upon  receipt  of  a  shipment  box,  the  shipping 
list  numbers  must  be  checked  or  logged  to 
ensure  that  all  shipping  lists  have  been  received. 


Upon  receipt  of  a  shipment  box,  the 
shipping  list  numbers  must  be  checked 
or  logged  to  ensure  that  all  shipping  lists 
have  been  received. 


As  shipping  lists  are  distributed  in  numerical 
order,  it  should  not  be  difficult  to  discover  a 
missing  shipping  list.  In  the  event  that  a 
shipment  does  not  contain  a  particular  shipping 
list  or  the  shipping  list  is  mutilated,  please 
contact  depository  staff  at  a  neighboring 
depository  or  the  regional  library  and  ask  them 
to  forward  a  photocopy  of  the  missing  shipping 
list. 

You  may  always  request  a  replacement  copy 
of  a  shipping  list  from  GPO  using  the 
Depository  Library  Inquiry  Form.  However,  it 
will  usually  be  much  faster  to  ask  a  nearby 
depository  for  a  photocopy  than  to  have  GPO 
forward  a  copy  to  your  library. 

The  contents  of  the  shipment  box  should 
immediately  be  checked  against  the  shipping 
list(s)  and  the  item  numbers  selected.  Please 
review  the  Federal  Depository  Library  Manual 
for  advice  on  processing  incoming  shipment 
boxes. 

When  a  SuDocs  classification  number  is 
questioned,  check  any  recent  correction  shipping 
lists  and  also  the  OCLC  record  for  subfield  "z" 
in  the  "086"  field  for  a  canceled  classification 
number  before  contacting  GPO  for  clarification. 
Correction  shipping  lists  may  be  discarded  after 
the  necessary  corrections  or  additions  are  made. 

Shipping  lists  do  not  have  to  be  maintained 
after  they  have  been  initially  checked,  but  many 
depository  libraries  find  it  useful  to  retain  them 
for  approximately  six  months. 
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E.  Arrangement 

Although  most  depositories  arrange  the 
majority  of  their  documents  holdings  in  SuDocs 
classification  number  order,  many  Federal 
Government  publications  are  valuable  as 
reference  and  bibliographic  sources,  and  can 
easily  be  made  an  integral  part  of  a  reference  or 
periodical  collection. 

There  are  many  advantages  to  using  the 
SuDocs  classification  system.  Librarians  have 
found  the  SuDocs  class  numbers  to  be  a 
practical  and  economical  method  for  organizing 
Federal  Government  documents.  Practical  use 
of  the  depository's  holdings,  in  conformance 
with  professionally  accepted  library  standards 
and  the  Instructions,  should  dictate  the 
arrangement  of  the  depository  material. 

The  SuDocs  classification  number  ought  to 
be  placed  on  all  documents.  Use  of  the  SuDocs 
number  facilitates  identification  of  materials 
from  SuDocs  citations,  as  well  as  updating  and 
discarding  procedures.  As  the  SuDocs  number 
is  commonly  used  by  many  other  depository 
libraries,  it  provides  a  specific  identification  for 
borrowing  and  simplifies  compiling  or  checking 
discard  lists.  Please  refer  to  the  GPO 
Classification  Manual  for  further  information. 


F.  Claims 

If  selected  items  on  the  shipping  list  are 
missing  from  the  shipment,  they  should  be 
claimed  immediately.  It  is  important  to 
remember  that  separates  could  come  either 
before  or  after  the  "separate"  shipping  list.  Wait 
seven  working  days  before  claiming  a  missing 
separate. 

To  claim  publications  missing  from  a 
shipment  box,  use  the  shipping  list/claim  form 
(see  Exhibits  A  -  D).  The  form  may  be  mailed 
or  faxed  to  GPO.  Use  the  shipping  list/claims 
form  only  to  request  publications  selected  but 
not  received. 


If  selected  items  on  the  shipping  list  are 
missing  from  the  shipment,  they  should 
be  claimed  immediately. 


Remember  that  there  is  approximately  a 
three-month  delay  between  the  deadline  for 
returning  item  selection  changes  to  GPO 
(annual  item  selection  update  cycle)  and  the 
date  on  which  your  amended  selections  become 
effective.  Claims  should  not  be  made  for 
publications  selected  in  the  annual  update  cycle 
but  whose  selection  is  not  yet  in  effect. 


...  new  item  selections  from  the  annual 
selection  update  take  effect  after  October 
1.  Libraries  cannot  claim  new 
selections  before  that  time. 


Claim  forms  should  not  be  used  as  a  means 
of  replacing  publications  lost,  stolen  or 
mutilated  after  receipt. 

Always  give  complete  information  (i.e.,  item 
number,  SuDocs  classification  number,  and 
correct  series  or  publication  title)  when  writing 
concerning  depository  publications.  Additional 
information  on  how  and  when  to  contact  the 
Government  Printing  Office  can  be  found  in 
Section  1  of  the  Federal  Depository  Library 
Manual. 

With  the  exception  of  direct  mail  items  that 
are  currently  selected  by  the  library,  only  the 
items  on  a  shipping  list  can  be  claimed.  A 
claim  is  for  an  item  (a  publication  or  issue  of  a 
publication)  which  has  been  selected  and 
appears  on  the  shipping  list,  but  is  not  in  the 
shipment  box.  It  is  important  to  remember  that 
new  item  selections  from  the  annual  selection 
update  take  effect  after  October  1.  Libraries 
cannot  claim  new  selections  before  that  time. 
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All  claims  for  non-receipt  of  publications 
must  be  postmarked  within  60  days  from  receipt 
of  the  shipping  list.  Claims  for  entire  missing 
shipments  also  have  a  60-day  deadline.  All 
claims  should  be  made  as  soon  as  possible. 

Do  not  claim  "raincheck"  items.  When  these 
publications  are  reprinted  they  will  be 
distributed  to  the  libraries.  Do  not  use  serial 
claim  forms  or  any  method  other  than  the 
shipping  lists  to  claim  depository  materials.  Do 
not  make  a  second  claim  for  the  same  item. 
Use  the  Depository  Library  Inquiry  Form 
instead.  Refer  to  Section  1  of  the  Federal 
Depository  Library  Manual  for  information  on 
dealing  with  chronic  claim  problems. 

The  Library  Programs  Service  of  the 
Government  Printing  Office  honors  claims  as 
long  as  a  supply  of  claims  copies  remains 
available,  and  will  make  every  effort  to  provide 
fast  and  accurate  service  to  depository  libraries. 
However,  as  GPO  retains  only  20  claims  copies, 
the  supply  can  be  quickly  exhausted.  Your 
claim  form  will  be  returned  to  you  stamped 
"claims  copies  exhausted"  if  GPO  cannot  honor 
your  claim. 

Libraries  are  urged  to  exercise  caution  in 
claiming  documents.  Due  to  the  limited  number 
of  claims  copies  available,  every  mistaken  claim 
may  deprive  another  library  of  a  legitimate  claim 
copy. 

If  the  library  receives  a  defective  copy  of  a 
publication,  make  a  claim  for  the  publication 
just  as  if  it  were  never  received.  Keep  the 
defective  copy  until  the  claim  copy  is  received. 
Claim  publications  only  when  absolutely 
necessary,  as  the  number  of  claims  copies  at 
GPO  are  limited.  Once  the  library  has  replaced 
a  defective  copy  with  a  claims  copy,  the 
defective  copy  may  be  discarded.  Do  not  send 
the  defective  copy  to  GPO  and  do  not  offer  it 
on  a  discard  list  to  the  regional. 

From  time  to  time,  the  Superintendent  of 
Documents  will  ask  depositories  to  return  a 
specific  publication  to  GPO  because  it  is 
defective.      This  request  occurs  when  the 


publishing  agency  needs  the  defective  copies  in 
order  to  furnish  GPO  with  corrected  copies. 
Please  comply  with  such  requests  before  the 
deadline  given  by  GPO. 

To  claim  a  publication  selected  but  not 
received: 


1.  Use  a  black  or  blue  pen  to  draw  a  circle 
around  the  shipping  list  entry  of  the  item 
being  claimed. 

2.  Stamp  the  shipping  list  with  your 
depository  number/date  received  stamp  in 
the  upper  right  corner  of  the  shipping  list. 

3.  Completely  fill  out  the  bottom  portion  of 
the  shipping  list,  including: 

a.  the  Document  Librarian's  signature 

b.  depository  library  number 

c.  shipping  list  number 

d.  library  name  and  full  mailing  address. 

4.  Keep  a  photocopy  of  the  shipping  list  for 
your  records  at  least  until  the  claim  has 
been  acted  upon  by  GPO. 

5.  The  documents  librarian  must  personally 
check  every  claim  made. 

6.  Claims  can  be  mailed  or  faxed  to  GPO. 


Mail  the  original  copy  of  your  shipping  list 
to  the  following  address: 

For  paper  format  and  separates: 

U.S.  Government  Printing  Office 
Library  Programs  Service  (SLDM) 
Paper  Claims 
Washington,  DC  20401 
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For  microfiche  format  claims: 

U.S.  Government  Printing  Office 
Library  Programs  Service  (SLDM) 
Microfiche  Claims 
Washington,  DC  20401 

For  electronic  format  claims: 

U.S.  Government  Printing  Office 
Library  Programs  Service  (SLDM) 
Electronic  Claims 
Washington,  DC  20401 

For  USGS  map  claims  and  replacements: 

Chief,     Earth    Science  Information 
Management  Branch 
U.S.  Geological  Survey 
509  National  Center 
Reston,  VA  22092 


Map  claims  may  be  faxed  to  USGS  on  703- 
648-5939. 


For  DMA  map  claims  and  replacements: 
Defense  Mapping  Agency 
Combat  Support  Center  -  PPO 
Attn:  Depository  Manager 
Washington,  DC  20315 

For  "Direct  Mail"  claims  use  the  "Depository 
Library  Inquiry  Form"  (see  Exhibit  J)  and  send 
it  to  the  address  for  paper  format  claims. 

To  fax  claims  to  GPO,  including  those  for 
direct  mail: 

Fax:  (202)  512-1431  and  (202)  512-1429  for 
claims  only. 


Incoming  faxes  sometimes  overload  GPO  fax 
machines.  In  order  to  avoid  times  of  heavy  fax 
traffic,  faxed  claims  should  be  made  during 
specified  times  of  the  day,  depending  on  the 
library's  time  zone,  according  to  the  following 
schedule: 


Eastern 

8:00  a.m.-  11:00  a.m. 

Central  &  Mountain 

1:00  p.m.-  4:00  p.m. 

Pacific 

8:00  a.m.-  5:00  p.m. 

Many  fax  machines  can  be  set  to  transmit  at 
a  pre-determined  time,  such  as  at  night  to  take 
advantage  of  lower  transmission  rates.  Claims 
may  be  faxed  in  before  8:00  a.m.  and  after  5:00 
p.m.,  Eastern  time,  by  libraries  in  any  time  zone. 


G.  Duplicates 

If  the  library  receives  a  duplicate  copy  of  a 
publication,  the  duplicate  may  be  discarded 
immediately  or  offered  on  a  discard  list  to  the 
regional  library.  It  is  important  to  remember 
that  when  one  library  receives  a  duplicate 
shipment  or  publication,  it  probably  means  that 
some  other  library  has  not  received  a  shipment. 

If  your  library  should  receive  a  duplicate 
shipment,  please  check  the  box's  mailing  label 
and/or  the  depository  library  number  written  on 
one  of  the  box's  top  flaps,  to  determine  if  the 
shipment  should  have  gone  to  another  library. 
If  this  is  the  case,  or  if  duplicates  become  a 
chronic  problem,  follow  the  directions  in  the 
Federal  Depository  Library  Manual. 

♦  ♦♦ 
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Maintenance 


A.  Proprietary  Interest  H. 

B.  Insuring  Depository  Collections  I. 

C.  Discards-General  Information  J. 

D.  Discards  by  Selective  Depositories  K. 

E.  Discards  by  Regional  Depositories  L. 

F.  Discards  by  Federal  Libraries  M. 

G.  Discards  by  Highest  State  Appellate  N. 
Court 


Secondary  Copies 

Superseded  Publications 

Substitution  of  Depository  Materials 

Microfiche 

Maps 

Posters 

Electronic  Products 


As  a  minimum  standard  for  the  care 
and  maintenance  of  depository  property, 
the  Government  Printing  Office  insists 
that  the  maintenance  accorded  to 
depository  materials  be  no  less  than  that 
given  to  commercially  purchased 
publications. 


A.  Proprietary  Interest 

All  Government  publications  supplied  to 
depository  libraries  under  the  Federal 
Depository  Library  Program  remain  the  property 
of  the  United  States  Government  and  may  not 
be  disposed  of,  except  as  outlined  in  Chapter  4 
of  these  Instructions.  All  depository  materials 
must  be  housed  in  such  a  way  as  to  facilitate 
preservation  and  access. 

As  your  library  is  entrusted  with  the  custody 
of  depository  materials,  the  library  must  ensure 
that  these  materials  are  properly  preserved  and 
protected.  As  a  minimum  standard  for  the  care 
and  maintenance  of  depository  property,  the 
Government  Printing  Office  insists  that  the 
maintenance  accorded  to  depository  materials  be 
no  less  than  that  given  to  commercially 
purchased  publications. 


Depository  materials  which  are  lost,  worn  out 
or  damaged  should  be  subject  to  the  same 
replacement  policy  that  the  library  maintains  for 
non-Government  materials.  The  depository  will 
pay  for  replacement  copies.  Claims  will  not  be 
filled  for  this  material. 

Many  Government  agencies  find  it  necessary 
to  issue  publications  unbound  or  in  paper 
covers.  Libraries  are  expected  to  include  these 
publications  in  their  binding  program,  along  with 
books,  periodicals,  and  other  privately  purchased 
materials.  Binders  are  not  furnished  for  loose- 
leaf  material  unless  the  issuing  agency  includes 
them  as  part  of  its  publication.  Looseleaf 
materials  must  be  orderly  arranged,  easily 
accessible  and  updated  when  necessary. 

As  part  of  a  regular  schedule  of  shelfreading, 
the  library  should  systematically  identify  and 
remove  superseded  materials,  according  to  the 
instructions  in  part  I,  below.  Microfiche  must 
be  stored  in  sturdy,  acid  free  containers. 
Shipping  materials  (rubber  bands,  shrink  wrap, 
etc.)  must  be  removed. 


B.  Insuring  Depository  Collections 

It  would  be  both  advisable  and  prudent  to 
carry  insurance  covering  the  Federal  depository 
part  of  your  holdings.     If  the  depository 
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collection  were  to  suffer  any  loss  as  a  result  of 
negligence  on  the  part  of  the  library,  the 
Government  could  make  a  claim  against  the 
library  for  the  amount  of  loss.  Thus,  depository 
libraries  have  an  insurable  interest,  although 
GPO  is  not  in  a  position  to  provide  guidance  as 
to  the  appropriate  formula  for  establishing  the 
level  of  coverage. 

As  a  minimum  standard  for  the  care  and 
maintenance  of  depository  property,  the 
protection  given  to  depository  materials  must  be 
no  less  than  that  given  to  commercially  acquired 
publications.  Most  libraries  carry  insurance  and 
base  their  insurance  estimates  on  the  cost  of 
replacing  a  similar  number  of  volumes  from 
their  commercially  acquired  collections.  A 
blanket  policy  may  therefore  be  sufficient.  Also, 
as  the  institution  responsible  for  the 
maintenance  of  these  materials,  the  library 
should  make  all  necessary  claims,  just  as  if  it 
owned  the  materials. 

In  the  event  of  a  natural  disaster,  the  library 
must  immediately  inform  the  Superintendent  of 
Documents  in  writing.  The  library  must  then 
make  every  reasonable  effort  to  replace  or 
repair  the  Government  property  that  has  been 
lost  or  damaged.  As  GPO  does  not  maintain 
retrospective  stock,  the  library  might  find  it 
difficult  to  completely  replace  all  missing  items. 

As  a  minimum  effort,  however,  State  discard 
lists,  GPO,  the  national  "Needs  and  Offers"  list, 
United  States  Book  Exchange,  and  commercial 
vendors  should  be  canvassed  in  an  attempt  to 
replace  those  materials  lost. 


C.  Discards-General  Information 

Documents  distributed  through  the  Federal 
Depository  Library  Program  are,  and  remain, 
Government  property.  Depository  libraries  are 
entrusted  with  the  maintenance  of  these 
materials  while  they  are  in  the  custody  of  the 
library.  Depository  libraries  may  discard  these 
materials  only  in  the  manner  prescribed  by  these 
Instructions  or  at  the  direction  of  a  GPO 


official.  Failure  to  conform  to  proper  discard 
procedures  can  result  in  loss  of  depository  status 
and/or  legal  action  against  the  responsible 
parties. 


Only  the  Public  Printer,  the 
Superintendent  of  Documents,  or  their 
agents  can  legitimately  order  a  library 
to  withdraw  a  document  from  its 
depository  holdings. 


The  Government  Printing  Office  is  entrusted 
by  the  Congress  with  the  stewardship  of 
depository  materials,  both  as  tangible  property 
and  as  intellectual  property  for  free  distribution 
and  public  use.  Only  the  Public  Printer,  the 
Superintendent  of  Documents,  or  their  agents 
can  legitimately  order  a  library  to  withdraw  a 
document  from  its  depository  holdings.  The 
Superintendent  of  Documents  may  order 
documents  withdrawn  for  reasons  of  national 
security,  incorrect  or  misleading  information  in 
a  publication,  or  for  any  other  cause  deemed  to 
be  in  the  public's  interest. 

Libraries  cannot  materially  benefit  from  the 
disposal  of  depository  holdings  as  these 
materials  remain  Government  property.  If, 
after  following  the  procedures  listed  below,  the 
depository  materials  entrusted  to  you  are  sold  as 
publications  or  as  waste  paper,  the  proceeds 
with  a  letter  of  explanation  must  be  sent  to  the 
Superintendent  of  Documents.  Depository 
materials  may  never  be  bartered  for  goods 
and/or  services. 

Only  the  first  copy  of  a  particular  publication 
is  considered  the  depository  copy.  This  first 
depository  copy  must  be  discarded  according  to 
the  procedures  set  forth  in  the  Instructions. 
Any  additional  copies  (duplicates),  preprints 
(after  the  final  copy  has  been  printed)  or 
reprints,  are  collectively  referred  to  as 
"secondary"  copies  and  should  be  disposed  of 
according  to  the  procedures  described  in  part  H, 
Secondary  Copies,  below. 
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The  instructions  in  parts  A,  B  &  C  of  this 
chapter  apply  to  all  depository  libraries. 


Depository  libraries  served  by  a  regional 
depository  may  dispose  of  any 
publication  which  has  been  retained  for 
at  least  five  years,  after  obtaining 
permission  and  receiving  instructions  for 
such  disposition  from  the  regional 
depository  designated  to  serve  their  area. 


D.  Discards  by  Selective  Depositories 

The  instructions  contained  in  part  D  apply  to 
all  selective  depositories  except  for  Federal 
libraries  and  the  libraries  of  the  highest 
Appellate  Court  of  the  states.  These  libraries 
are  covered  in  parts  F  and  G  respectively. 

Depository  libraries  not  served  by  a 
designated  regional  depository  library  must 
permanently  retain  one  copy  of  all  Government 
publications  received  through  depository 
distribution,  except  for  superseded  publications, 
or  those  issued  later  in  another  format  (bound, 
microfiche,  or  electronic  media).  Government 
publications  received  from  sources  other  than 
the  Federal  Depository  Library  Program  may  be 
disposed  of  as  secondary  copies  or  at  the 
discretion  of  the  individual  libraries. 

Depository  libraries  served  by  a  regional 
depository  may  dispose  of  any  publication  which 
has  been  retained  for  at  least  five  years,  after 
obtaining  permission  and  receiving  instructions 
for  such  disposition  from  the  regional  depository 
designated  to  serve  their  area. 

Because  of  the  various  methods  of  record- 
keeping employed  (manual  files,  online  records, 
etc.),  selective  depositories  will  obtain  guidance 
from  their  regional  depository  library  on  the 
format  and  procedures  to  be  followed  in 
formulating  discard  lists. 


After  following  the  regional's  discarding 
procedure,  the  selective  library  may  treat  the 
offered  publication  as  a  secondary  copy,  if 
neither  the  regional  library  nor  the  selective 
libraries  in  the  State  wish  to  obtain  it.  See  part 
H,  below,  for  procedures  for  handling  secondary 
copies. 


E.  Discards  by  Regional  Depositories 

All  regional  depositories  must  retain  at  least 
one  copy  of  every  publication  received  through 
depository  distribution,  except  for  those 
publications  listed  as  superseded  for  regional 
libraries.  The  regional  should  treat  those 
discards  from  its  library  as  "secondary" 
publications. 

The  regional  library  plays  a  primary  role  in 
the  disposal  of  depository  materials.  The 
responsibilities  of  regional  libraries  regarding  the 
handling  of  selective  depository  discards  are 
detailed  in  part  C  of  Chapter  9  of  these 
Instructions. 


F.  Discards  by  Federal  Libraries 

Depository  discard  procedures  are  different 
for  Federal  libraries.  Depository  libraries  within 
executive  departments  and  independent  agencies 
of  the  Federal  Government,  as  well  as  Federal 
Court  libraries,  may  dispose  of  unwanted 
Government  publications  after  offering  them  to 
the  Exchange  and  Gift  Division  of  the  Library 
of  Congress  or  to  the  Archivist  of  the  United 
States. 

If  agency  regulations  permit,  the  library  might 
also  offer  depository  materials  to  the  nearest 
regional  library.  Federal  libraries  wishing  to 
dispose  of  depository  materials  should  contact 
the  Exchange  and  Gift  Division  of  the  Library 
of  Congress  for  directions  on  discarding. 
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Their  phone  number  is  (202)  707-9511.  The 
address  is: 

Library  of  Congress 
Exchange  and  Gift  Division 
Madison  Building,  Room  632 
Washington,  DC  20540 


G.  Discards  by  Highest  State  Appellate  Court 
Libraries 

Although  part  A  of  this  chapter  refers  to  all 
Federal  depository  libraries,  the  highest  state 
appellate  court  libraries  that  have  been 
designated  under  Section  1915  of  Title  44, 
United  States  Code,  have  special  rights.  Under 
Federal  law,  they  are  not  obligated  to  provide 
for  free  access;  they  do  not  have  to  retain 
publications  for  five  years  before  discarding;  and 
they  do  not  have  to  discard  depository  materials 
through  the  regional  library.  This  does  not 
mean  that  the  Federal  Government  has 
relinquished  its  proprietary  rights  to  this 
material.  AH  depository  materials  remain  the 
property  of  the  United  States  Government. 
Depository  libraries  that  were  designated  under 
the  provisions  of  Section  1915  will  discard  their 
depository  holdings  under  the  provisions 
established  for  discarding  secondary  copies  in 
part  H  of  this  chapter. 


H.  Secondary  Copies 

Secondary  copies  are  defined  as  depository 
materials  which  are  duplicates  (including 
reprints),  superseded  (including  preprints), 
unrequested  documents  sent  from  GPO  by 
mistake,  or  the  depository  holdings  of  the 
highest  State  Appellate  Court  libraries. 

Libraries  have  the  option  of  offering 
secondary  copies  to  the  Regional  library  or  on 
statewide  discard  lists,  if  the  Regional  so  desires. 
All  depository  libraries  should  offer  any 
secondary  publications  of  value  through  the 
national  "Needs  and  Offers"  list.  This  procedure 


will  make  the  best  use  of  Government 
publications  for  the  benefit  of  all  depository 
libraries. 

After  this  procedure  has  been  followed  to  its 
conclusion,  the  library  is  then  free  to  offer  these 
depository  materials  to  any  public  library  or 
educational  institution  in  the  vicinity.  Failing  to 
find  such  a  recipient  after  reasonable  effort,  the 
library  may  dispose  of  the  publications  at  its 
discretion. 


I.  Superseded  Publications 

Publications,  maps  and  other  depository 
materials  which  are  superseded  may  be  treated 
as  secondary  materials  as  soon  as  the  update  or 
the  final  version  of  the  publication  is  distributed 
by  GPO.  Individual  titles,  serials,  and  series  can 
be  found  on  the  list  of  superseded  documents. 


J.  Substitution  of  Depository  Materials 

Permission  is  granted  to  all  designated 
depositories  to  substitute  copies  of  other 
formats  for  any  depository  holdings,  provided 
that  the  copies  are  properly  referenced,  can  be 
readily  located  and  are  easily  accessible  to  users. 
Proper  reading  equipment  must  also  be  available 
for  micrographic  or  electronic  format  copy 
substituted  for  the  original. 

The  substitute  copies  will  then  be  treated  as 
depository  materials  and  will  be  subject  to  the 
same  rules  and  regulations  that  govern  the  care 
and  treatment  of  depository  materials. 

As  all  depository  materials  remain  the 
property  of  the  United  States  Government, 

depository  holdings  replaced  by  acquired  copies 
must  be  offered  to  the  regional  library  per 
Chapter  4,  part  II  of  these  Instructions.  The 
original  depository  copy  must  be  offered  on  the 
regional  library's  discard  list  before  the  end  of 
the  five  year  retention  period,  if  acquired  copies 
have  already  replaced  the  original  depository 
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holdings.  Libraries  may  not  barter  or  exchange 
the  original  depository  paper  copy  for  a 
substitute.  The  original  copies  belong  to  the 
Government,  not  to  the  library. 


K.  Microfiche 

The  recommended  storage  temperature  for 
microform  collections  is  68°  F  with  a  constant 
humidity  level  of  40%.  The  most  important 
factor  to  consider  is  constancy;  the  temperature 
and  humidity  range  should  not  fluctuate  often, 
and  not  beyond  75°  F  or  50%  humidity.  For  this 
reason,  it  is  recommended  that  microforms  not 
be  stored  on  outer  walls,  nor  on  the  ground  or 
top  floors  of  a  building;  they  should  be  kept 
away  from  air  vents,  radiators  and  direct 
sunlight.  Temperatures  and  humidity  higher 
than  the  recommended  levels  can  create  fungal 
growth,  blemishes,  and  chemical  deterioration. 
Lower  than  recommended  levels  can  cause 
brittleness. 

Microfiche  must  be  stored  vertically  (on 
edge  and  upright)  in  acid-free  containers.  The 

envelopes  in  which  the  Government  Printing 
Office  microfiche  is  shipped  are  acid-free,  as  are 
the  inserted  dividers.  All  paper  products  used 
in  the  storage  of  microforms  (boxes,  dividers, 
labels,  envelopes)  should  have  a  pH  factor  of 
7.0  or  above.  Envelopes  may  be  eliminated  to 
save  space.  Store  no  more  than  five  microfiche 
per  envelope. 

Steel  cabinets  made  with  baked-on  inert 
enamel  finishes,  stainless  steel  or  aluminum, 
are  recommended  as  storage  facilities.  They 
should  have  a  fire  rating  of  at  least  one  hour. 
Plastic  boxes,  unless  constructed  of  non- 
deteriorating  plastic,  can  adversely  affect 
microfiche.  Silver  halide  microfiche  should  not 
be  stored  in  the  same  cabinets  as  diazo  or 
vesicular  microfiche.  One  hundred  microfiche 
require  approximately  1  inch  of  space  in  a  4"  x 
6"  drawer  (exclusive  of  filing  guides  and 
dividers). 


Storage  areas  should  have  permanently 
installed  smoke  and  heat  detectors  operating  at 
all  times  to  warn  of  fire.  Dry  chemical  and 
carbon  dioxide  extinguishers  should  be  available. 

Do  not  use  rubber  bands  or  paper  clips  to 
store  microfiche.  Rubber  bands  often  contain 
sulfur  and  are  particularly  damaging  to  silver 
halide  microfiche  over  extended  periods  of  time. 


L.  Maps 

Sheet  maps  should  be  housed  flat  and  not 
folded,  in  sturdy,  acid-free  map  cases.  Maps  can 
be  stored  in  either  vertical  or  horizontal  map 
cases.  Smaller  maps  that  accompany  other 
publications  may  be  housed  with  the  publication 
on  the  shelf  or  separately  in  a  map  case.  If  the 
map  is  housed  separately  from  its  parent 
publication,  a  notation  should  be  made  to  that 
effect  in  the  depository  holdings  record. 

Maps  are  often  housed  in  a  different  location 
some  distance  away  from  the  rest  of  the 
documents  collection.  If  this  other  location  is 
not  under  the  administrative  control  of  the 
director  of  your  library,  a  selective  housing 
Memorandum  of  Agreement  must  be  initiated 
between  your  library  and  the  selective  housing 
site.  Please  refer  to  Chapter  2,  part  H  of  the 
Instructions  for  further  information  on  selective 
housing  of  depository  materials. 

Maps  are  subject  to  the  same  processing 
procedures  as  other  depository  materials.  It  is 
the  library's  responsibility  to  ensure  that  maps 
that  arrive  through  the  Federal  Depository 
Library  Program  are  handled  according  to  the 
rules  and  regulations  established  in  these 
Instructions,  whether  the  maps  are  housed 
directly  in  the  library  or  selectively  housed  off- 
site. 

U.S.  Geological  Survey  (USGS)  and  Defense 
Mapping  Agency  (DMA)  maps  are  sent  directly 
from  the  issuing  agency.  USGS  produces  the 
shipping  lists  for  its  publications,  listing  them  by 
item  number.  DMA  ships  its  maps  and  includes 
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a  packing  slip  which  lists  map  numbers.  Please 
refer  to  the  Federal  Depository  Library  Manual 

for  additional  information  concerning  depository 
maps. 


M.  Posters 

Posters  should  be  housed  flat  and  not  folded 
or  kept  rolled.  The  preservation  and  proper 
housing  of  posters  need  not  prevent  them  from 
being  viewed  by  the  public.  Documents  usage  is 
a  goal  of  the  Federal  Depository  Library 
Program.  Posters  can  and  should  be  displayed 
whenever  possible.  Depositories  may  lend 
individual  posters  or  series  of  posters  to  other 
libraries,  schools  or  other  institutions  where  they 
might  be  seen  and  used. 

The  processing,  handling  and  discard  of 
posters  follows  the  procedures  set  forth  for 
other  documents. 


Libraries  should  obtain  furniture  or 
equipment  that  is  specifically  designed  for  using 
and  housing  electronic  products.  The  preferred 
solution  is  an  arrangement  that  both  protects 
the  product  and  allows  it  to  be  readily  accessible 
through  local  area  networking.  All  electronic 
products  that  are  stored  in  cabinets  should  be 
placed  in  a  covering  such  as  the  floppy  disk 
jackets  or  compact  disk  jewel  cases  for 
protection.  ♦♦♦ 


N.  Electronic  Products 

As  with  other  depository  material,  there  can 
be  no  disparity  of  treatment  of  electronic 
products  vis-a-vis  other  library  materials.  As  a 
minimum  standard,  the  maintenance  of 
electronic  media  distributed  through  the  Federal 
Depository  Library  Program  should  be 
comparable  to  maintenance  standards 
established  for  electronic  media  acquired  by  the 
library  through  commercial  sources. 

Owing  to  the  delicate  nature  of  electronic 
materials,  particularly  floppy  diskettes,  they 
should  be  housed  in  environments  that  protect 
them  from  bending,  scratching,  or  crushing. 
Exposure  to  dust,  temperature  extremes,  and 
magnetic  fields  (such  as  telephones,  security 
strip  desensitizers)  should  be  avoided. 
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A.  Responsible  Officials 

B.  Staffing 

C.  Training 


Both  professional  and  paraprofessional 
staffing  levels  must  be  sufficient,  in 
terms  of  hours  allocated  to  the 
depository  and  in  staff  expertise,  to 
meet  the  depository  responsibilities 
detailed  in  these  Instructions. 


A.  Responsible  Officials 

The  Director  of  the  library  designated  as  a 
Federal  Depository  is  responsible  for  insuring 
that  the  depository  operation  conforms  to  the 
legal  requirements  of  the  Federal  Depository 
Library  Program.  The  Director  or  the 
Director's  designee  (commonly  called  the 
Documents  Librarian)  coordinates  all  depository 
activities  within  the  library. 

The  responsible  official  should  be  a 
professional  librarian.  Any  depository 
collections  and/or  operations  outside  the 
jurisdiction  of  the  Director  of  the  designated 
library  must  be  covered  by  a  selective  housing 
Memorandum  of  Agreement  (discussed  in 
Chapter  2,  part  H  of  the  Instructions). 


B.  Staffing 

Both  professional  and  paraprofessional 
staffing  levels  must  be  sufficient,  in  terms  of 
hours  allocated  to  the  depository  and  in  staff 
expertise,  to  meet  the  depository  responsibilities 


detailed  in  these  Instructions. 

Clerical  assistance  for  the  initial  processing  of 
documents  should  be  equal  to  at  least  1  hour 
per  week  per  percent  of  item  numbers  selected. 

Public  service  coverage  for  members  of  the 
general  public  using  depository  resources  must 
be  comparable,  in  terms  of  hours  of  service, 
degree  of  assistance  and  professional  expertise 
of  staff,  to  that  service  given  to  the  library's 
primary  patrons. 


C.  Training 

The  library  is  responsible  for  providing 
training  for  all  staff  involved  in  depository 
operations.  Opportunities  and  resources  should 
be  provided  for  the  initial  and  continuing 
education  of  staff  on  depository  responsibilities 
and  operations.  Cross  training  of  staff  is 
recommended  to  enhance  depository  services  to 
the  general  public. 

In  order  to  ensure  an  efficient  and  effective 
depository  operation,  depository  staff  members 
should  attend  local  and  national  meetings 
devoted  to  depository  related  issues.  If  local 
depository  interests  groups  have  not  been 
established,  the  library  should  consider  initiating 
such  a  group.  ♦♦♦ 
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A.  Physical  Access 

B.  Housing 

C.  Equipment 

D.  Signage 


Depository  operations  must  be  entirely 
situated  in  an  environment  that 
facilitates  access  to  and  usage  of 
depository  resources. 


B.  Housing 

Adequate  housing  must  be  provided  to 
properly  house  all  depository  materials, 
regardless  of  format.  This  housing  must  be 
sufficient  to  control,  protect  and  preserve  all 
depository  holdings,  regardless  of  format. 


A.  Physical  Access 

The  library  should  ensure  that  the  physical 
facilities  of  the  depository  enhance  and 
encourage  free  public  access  to  the  resources  of 
the  depository.  Depository  operations  must  be 
entirely  situated  in  an  environment  that 
facilitates  access  to  and  usage  of  depository 
resources. 

Depositories  should  be  well  lighted, 
comfortable,  attractive,  clean,  and  have 
sufficient  seating  for  depository  patrons.  There 
should  be  no  significant  physical  barriers  to 
depository  resources  for  physically  disabled 
patrons.  The  depository  must  offer  free  and 
unrestricted  physical  access  to  all  depository 
resources  to  the  general  public.  Documents 
housed  outside  of  the  depository  library  must  be 
retrievable  within  twenty-four  hours. 


The  depository  must  offer  free  and 
unrestricted  physical  access  to  all 
depository  resources  to  the  general 
public. 


The  proper  environment  for  housing 
depository  materials  is  discussed  in  Chapter  4  of 
these  Instructions.  Depositories  can  house 
documents  in  facilities  other  than  the  depository 
library;  these  off-site  facilities  must  conform  to 
these  standards. 
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C.  Equipment 

The  depository  must  provide  sufficient 
equipment  for  the  public  to  read  microfiche  and 
electronic  depository  materials  and  to  copy 
microfiche,  electronic  and  paper  depository 
materials.  The  depository  operation  should  be 
sufficiently  equipped  to  ensure  immediate  access 
to  depository  holdings  regardless  of  format. 

A  readily  accessible  personal  computer  and  a 
Fax  machine  are  recommended  for  use  by  the 
documents  staff  to  ensure  effective  depository 
administration. 


D.  Signage 

Signage  and  other  physical  facilities  of  the 
library  cannot  inhibit  public  access.  Signage 
should  be  employed  to  facilitate  access  to 
depository  materials.  ♦♦♦ 
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A.  Access 

B.  Reference  Service 

C.  Referrals 

D.  Public  Awareness 


Free  access  to  the  resources  of  the 
documents  collection  by  the  general 
public  is  a  fundamental  obligation  that 
all  Federal  Depository  Libraries  share ... 


A.  Access 

Free  access  as  defined  by  GPO  means  that 
any  member  of  the  general  public  can  physically 
handle  and  use  a  Government  document  at  the 
library  without  impediments.  Free  access  to  the 
resources  of  the  documents  collection  by  the 
general  public  is  a  fundamental  obligation  that 
all  Federal  depository  libraries  share  (except 
for  the  highest  State  Appellate  Court  libraries). 

Access  policies,  posting  of  signs,  and  public 
service  hours  for  depository  patrons  must 
conform  to  this  requirement.  Depository 
libraries  must  ensure  that  any  library-wide 
security  or  access  policy  does  not  hinder  public 
access  to  depository  materials. 

Depository  libraries  shall  post  a  sign  or  the 
depository  emblem  in  a  prominent  location 
(preferably  visible  from  the  exterior  of  the 
library)  indicating  that  the  library  is  a  Federal 
depository  and  that  Government  publications 
can  be  used  by  the  general  public  at  no  charge. 


Libraries  that  offer  night  and  weekend  service 
hours  to  their  primary  clientele  must  provide 
comparable  service  hours  to  depository  patrons. 

Publications  loaned  to  other  libraries  or 
institutions  on  an  extended  loan  basis  (selective 
housing)  must  be  made  available  for  use  by  the 
general  public  within  twenty-four  hours  of  the 
initial  request.  Depositories  are  not  required  to 
serve  patrons  who  do  not  have  a  depository- 
related  need  to  be  in  the  library. 

The  library  director  or  the  director's  designee 
should  ensure  that  all  appropriate  employees 
are  aware  of  the  free  access  requirements  of 
Federal  depository  libraries.  If  there  is  any 
question  that  current  access  procedures  at  a 
depository  could  be  seen  as  inhibiting  free 
public  access,  the  library  should  contact  the 
Chief,  Depository  Services,  U.S.  G.P.O. 

Every  effort  should  be  made  to  ensure  that 
the  depository  collection  is  used,  and  that 
publications  are  not  merely  stored  or  placed  in 
inaccessible  locations.  If  documents  circulate  as 
do  other  materials  in  your  library,  so  much  the 
better.  (Those  libraries  wishing  to  keep  their 
depository  collections  intact  may  find  it 
convenient  to  purchase  extra  copies  of 
Government  publications  through  the 
Government  Printing  Office's  Sales  Program  for 
use  in  circulation.) 
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B.  Reference  Service 

Depositories  are  located  in  libraries  so  that 
members  of  the  general  public  will  have  access 
to  reference  tools,  knowledgeable  librarians  and 
other  library  resources.  A  professional  librarian 
should  be  available  to  handle  depository 
reference  requests. 

Reference  service  offered  to  members  of  the 
general  public  using  the  depository  will  be 
comparable  to  the  reference  service  given  to  the 
library's  primary  patrons.  Competent  ready 
reference  service,  indexes  and  other  tools  to 
locate  Government  information  in  the 
collection,  need  to  be  available  to  all  depository 
patrons.  Patrons  will  be  able  to  locate  specific 
documents  in  the  depository  by  title  and/or  class 
number  or  other  access  point. 

Depository  staff  must  ensure  access  to 
depository  materials  regardless  of  format.  A 
depository  goal  should  be  to  offer  patrons 
competent  instruction  in  the  major  software 
features  available  for  each  selected  electronic 
product. 

The  variety  and  growing  number  of  these 
products  might  preclude  a  documents  librarian 
from  developing  expertise  in  all  of  the  available 
software  features.  At  a  minimum,  staff  should 
be  able  to  locate  and  mount  the  product  and  its 
documentation  on  the  proper  workstation;  and 
to  exit  from  the  product. 


C.  Referrals 

The  Federal  Depository  Library  Program 
functions  best  as  a  system  of  cooperating 
libraries.  As  few  depositories  have 
comprehensive  documents  collections, 
depositories  depend  on  other  libraries  within  the 
Federal  Depository  Library  Program  to  supply 
infrequently  requested  materials.  Librarians 
should  have  some  familiarity  with  the  resources 
available  in  neighboring  depositories  and  at  the 
Regional  Library. 


D.  Public  Awareness 

Public  service  begins  with  public  awareness. 
Depository  promotion  needs  to  extend  to  all 
potential  user  groups.  Depository  outreach  into 
the  surrounding  communities  should  be  ongoing. 
Activities  which  increase  the  visibility  of  the 
depository  and  its  resources,  such  as  cataloging 
documents,  are  to  be  encouraged.  Refer  to  the 
Federal  Depository  Library  Manual  for 
information  on  promotional  activities.  ♦♦♦ 
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A.  Program  Administration 

B.  Regional/Selective  Cooperation 

C.  Local  Cooperation 

D.  Communications  with  GPO 


In  order  to  ensure  the  effective 
functioning  of  the  Federal  Depository 
Library  Program,  depository  libraries  are 
expected  to  cooperate  with  GPO,  their 
Regional  library  and  neighboring 
depositories. 


A.  Program  Administration 

In  order  to  ensure  the  effective  functioning 
of  the  Federal  Depository  Library  Program, 
depository  libraries  are  expected  to  cooperate 
with  GPO,  their  Regional  library  and 
neighboring  depositories.  The  documents 
librarian  must  have  a  thorough  knowledge  of 
the  current  Instructions  to  Depository 
Libraries.  Depositories  will  return  GPO  issued 
surveys  by  the  due  date. 

Title  44,  United  States  Code,  requires  all 
depository  libraries  to  report  on  their  condition 
every  two  years.  The  Government  Printing 
Office  mails  a  Biennial  Survey  questionnaire  to 
each  depository  and  all  depository  libraries  are 
required  to  answer  the  questionnaire  fully,  and 
to  return  their  copy  promptly  to  the 
Superintendent  of  Documents.  Failure  to 
complete  and  return  the  Biennial  Survey  can 
result  in  the  loss  of  your  library's  depository 
status. 

The  Government  Printing  Office  uses  the 
information  collected  in  the  Biennial  Survey  to 
monitor  the  condition  of  the  depository  libraries 


and  for  other  administrative  purposes. 

Title  44,  United  States  Code,  requires  the 
Superintendent  of  Documents  to  make  first- 
hand investigations  of  the  conditions  in 
depository  libraries.  The  Superintendent  of 
Documents'  depository  inspection  program  is 
designed  to  ensure  that  depository  libraries 
fulfill  their  obligations  under  Title  44,  United 
States  Code,  and  under  the  regulations 
established  in  these  Instructions  to  Depository 
Libraries.  The  first-hand  investigation  required 
by  Title  44  is  performed  by  library  inspectors 
from  the  Library  Programs  Service,  Depository 
Services  Staff.  The  GPO  library  inspectors 
represent  the  Superintendent  of  Documents 
during  their  on-site  inspection  visits  to  the 
depository  libraries. 

Inspections  are  conducted  by  professional 
librarians.  The  inspection  evaluation  is  based  on 
the  Instructions  to  Depository  Libraries  and 
the  Guidelines  for  the  Depository  Library 
System,  which  are  the  accepted  standards  of 
practice  identified  by  the  Depository  Library 
Council  to  the  Public  Printer. 

Using  the  inspection  report  form,  selective 
and  regional  depositories  are  rated  in  seven  or 
eight  categories  respectively.  Libraries  failing 
three  or  more  of  these  categories  are  placed  on 
probationary  status  for  not  less  than  six  months. 
At  the  end  of  this  period  they  are  reinspected. 
If  the  probationary  library  fails  its  second 
inspection,  the  Superintendent  of  Documents 
has  the  authority  to  rescind  the  library's 
depository  status. 
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Approximately  six  weeks  after  the  inspection 
visit,  the  library  director,  documents  librarian 
and  the  regional  librarian  each  receive  a  copy  of 
the  inspection  report.  Additional  information 
on  the  inspection  process  can  be  found  in  the 
Federal  Depository  Library  Manual. 


B.  Regional/Selective  Cooperation 

The  effectiveness  of  the  Federal  Depository 
Library  Program  depends  on  close  cooperation 
between  selective  Federal  depositories  and  their 
Regional  Federal  Depository.  Regional  Federal 
depository  libraries  play  a  vital  role  in  the 
Federal  Depository  Library  System.  The  unique 
role  of  the  Regional  depository  is  detailed  in  the 
following  chapter. 

Selective  depositories  should  follow  the 
direction  of  their  Regional  librarian  when 
discarding  depository  materials  and  when 
engaging  in  other  cooperative  depository 
projects.  In  order  to  reduce  the  burden  on 
Regional  depository  operations,  discards  of 
depository  materials  should  be  done  on  a 
regular,  preferably  annual,  basis. 


C.  Local  Cooperation 

The  Federal  Depository  Library  system 
functions  best  as  a  system  of  cooperating 
libraries.  No  single  depository  can  meet  all 
potential  community  needs.  Frequent 
communication  among  neighboring  depositories 
should  be  encouraged.  Depository  collection 
development,  promotional  activities  and 
continuing  education  activities  should  be 
attempted  in  conjunction  with  neighboring 
depositories. 


In  order  to  foster  accurate  referrals  and  to 
balance  collection  development,  documents 
librarians  should  have  some  knowledge  of  the 
resources  of  neighboring  depositories. 
Neighboring  depositories  should  also 
communicate  on  a  regular  basis.  Interlibrary 
loan  is  to  be  facilitated  between  depositories. 
GPO  encourages  the  development  of  State 
Plans,  depository  union  lists  and  other 
cooperative  projects. 


The  Federal  Depository  Library  System 
functions  best  as  a  system  of 
cooperating  libraries. 


D.  Communications  with  GPO 

■> 

When  writing  to  the  Superintendent  of 
Documents  and  the  Library  Programs  Service, 
always  mention  that  you  are  a  depository  library, 
and  include  your  assigned  depository  library 
number  on  all  correspondence.  Use  the 
depository  library  number  that  appears  on  your 
item  selection  printout  and  in  A  Directory  of 
U.S.  Government  Depository  Libraries. 

Your  depository  library  number  is  comprised 
of  four  digits,  sometimes  followed  by  an  assigned 
letter.  If  your  library  number  includes  an 
assigned  letter,  the  letter  must  be  used. 

Depository  librarians  are  encouraged  to  use 
GPO  form  3794  "Depository  Library  Inquiry 
Form,"  for  routine  inquiries  (see  Exhibit  J  for 
sample).  Using  this  form  will  significantly 
expedite  GPO's  response  to  your  inquiry. 
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Inquiries  resulting  in  corrections  to  SuDocs 
classification  numbers,  item  numbers,  etc.,  will 
be  answered  on  correction  shipping  lists  or  in 
the  Library  Programs  Service  newsletter, 
Administrative  Notes.  Therefore,  not  all 
inquiry  forms  will  be  answered  individually. 

When  completing  the  inquiry  form: 

1.  List  only  one  question  per  form.  You 
may  send  more  than  one  form  in  an 
envelope. 

2.  Include  all  requested  information, 
especially  the  librarian's  name  and  office 
telephone  number. 

3.  Make  sure  that  the  address  label  at  the 
bottom  of  the  form  is  completed  clearly 
and  correctly. 

4.  Forward  only  the  white  and  blue  copies  to 
GPO;  the  pink  copy  is  for  your  files. 
GPO  will  return  the  white  copy  to  you 
with  a  response,  unless  the  response  is 
made  on  a  correction  shipping  list  or  in 
Administrative  Notes. 

5.  Do  not  use  the  inquiry  form  to  claim 
titles  issued  on  Shipping  Lists.  Claim 
procedures  are  outlined  in  Chapter  3  of 
the  Instructions.  The  box  marked  "claim 
inquiry"  refers  to  any  problem  you  may 
have  with  a  claim  previously  sent  to  GPO, 
or  to  claim  a  direct  mail  publication. 

6.  The  "publication  inquiry"  category  refers 
to  any  miscellaneous  question  regarding  a 
publication  distributed  by  GPO. 

Additional  copies  of  the  "Depository  Library 
Inquiry  Form"  may  be  requested  by  writing  to: 

U.S.  Government  Printing  Office 
Library  Programs  Service  (SLLA) 
Washington,  DC  20401  ♦♦♦ 
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A.  Designation 

B.  Responsibilities 

C.  Discard  Listing  Process 

D.  Regional  Administration 

E.  Regional  Consultation 


The  principle  responsibility  of  a  regional 
depository  library  is  to  ensure  the 
comprehensiveness  and  integrity  of  the 
State's  or  region's  depository  resources. 


A.  Designation 

Libraries  designated  to  be  regional 
depositories  must  already  be  depositories,  and 
signify  their  interest  in  being  designated  a 
regional.  Designation  as  a  regional  depository 
requires  prior  approval  by  the  library  authority 
of  the  State  or  Commonwealth.  A  U.S.  Senator 
or  Resident  Commissioner,  in  the  case  of  a 
Commonwealth,  must  make  the  designation.  No 
more  than  two  regionals  may  be  designated  for 
each  State  or  Commonwealth. 


The  principle  responsibility  of  a  regional 
depository  library  is  to  ensure  the 
comprehensiveness  and  integrity  of  the  State's 
or  region's  depository  resources.  This  is 
accomplished  in  two  ways:  first,  purposeful 
collection  development  on  the  part  of  the 
regional,  aimed  at  developing  a  comprehensive 
Government  documents  collection  under  the 
control  of  the  regional  library;  second, 
supervising  the  discard  listing  process  in  the 
State  or  relevant  region  to  ensure  that 
documents  of  use  are  retained  or  offered  to 
other  selective. 

Within  the  region  they  serve,  designated 
regional  depositories  must  provide  interlibrary 
loan  and  reference  service  to  both  depository 
and  nondepository  libraries.  Regional  libraries 
should  be  equipped  with  a  fiche  to  fiche 
duplicator. 


B.  Responsibilities 

In  addition  to  fulfilling  the  requirements  of 
selective  depositories,  regional  depositories  must 
receive  and  retain  at  least  one  copy  of  all 
Government  publications  made  available  under 
the  Federal  Depository  Library  Program  either 
in  printed  or  microform  copy.  Regionals  may 
discard  depository  materials  that  have  been 
authorized  for  regional  discard  by  the 
Superintendent  of  Documents. 


C.  Discard  Listing  Process 

Title  44,  United  States  Code,  Section  1912, 
authorizes  regional  depositories  to  permit 
selective  depository  libraries  for  which  they  have 
responsibility  to  dispose  of  Government 
publications  which  have  been  retained  for  at 
least  five  years.  Discarding  is  a  privilege 
granted  by  the  regional  and  not  a  right  of  the 
selective.  The  regional  library  may  refuse  to 
grant  permission  for  disposal  of  any  publication 
that  it  feels  should  be  kept  by  one  of  its 
depositories  for  a  longer  period  of  time. 
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Discarding  is  a  privilege  granted  by  the 
regional  and  not  a  right  of  the  selective. 


Upon  request  for  permission  to  dispose  of 
publications,  the  regional  library  should  ask  the 
selective  depository  to  prepare  a  list  of  the 
publications,  showing  the  current  item  number, 
series  title,  Superintendent  of  Documents 
classification  number,  extent  of  the  holdings  to 
be  disposed  of,  and  any  other  relevant 
information  needed  by  the  Regional  Librarian. 

The  regional  library  should  issue  detailed 
written  instructions  to  its  selectives  on  the 
discard  procedures  they  are  to  follow.  The 
regional  library  should  issue  these  special 
instructions  with  the  concurrence  of  the 
Superintendent  of  Documents. 

The  instructions  should  deal  only  with 
procedures  deemed  necessary  for  the  efficient 
operation  of  depositories  within  their 
jurisdiction,  to  enable  the  libraries  to  better 
serve  the  needs  of  the  community.  Ideally,  such 
instructions  are  part  of  a  State  Plan  and  have 
been  negotiated  between  the  regional  library 
and  the  selective  libraries. 

The  regional  librarian  will  check  the  disposal 
lists  for  any  publications  which  may  be  missing 
from  the  regional  documents  collection.  The 
regional  should  ensure  that  at  least  one  copy  of 
all  Government  publications  made  available 
through  the  Federal  Depository  Library 
Program,  in  paper,  microfiche,  or  electronic 
format,  (except  those  authorized  to  be  discarded 
by  the  Superintendent  of  Documents)  is 
retained  by  a  depository  within  the  State  or 
region. 

In  reviewing  the  discard  lists,  the  regional 
librarian  should  keep  in  mind  that  the  intent  of 
the  law  is  not  just  that  the  regional  itself  should 
have  a  comprehensive  collection,  but  that 


discarding  does  not  significantly  erode  the 
effectiveness  of  the  State's  Federal  depository 
library  resources.  It  is  acceptable  for  a  regional 
to  refuse  a  selective's  discard  request  if  it  is  felt 
that  the  publications  offered  for  discard  should 
be  available  in  that  part  of  the  State,  or  that  the 
State  as  a  whole  should  have  more  than  one 
(regional)  copy  of  that  particular  publication,  or 
for  any  other  justifiable  reason. 

Selective  depository  libraries  must  be 
instructed  that  disposition  of  unwanted 
Government  documents  should  be  made  in  the 
following  prescribed  manner.  Publications 
should  first  be  offered  to  other  depository 
libraries  in  the  State  or  States  served  by  the 
regional,  then  to  a  nondepository  library  or 
educational  institution  in  the  area  which  would 
be  able  to  make  them  available  to  the  public. 

Failing  to  find  such  a  recipient  after  following 
this  prescribed  procedure  and  after  making  a 
reasonable  effort,  documents  may  be  disposed  of 
in  any  appropriate  manner.  However,  if  such 
disposition  takes  the  form  of  a  sale,  either  as 
second-hand  books  or  waste  paper,  the 
proceeds,  along  with  a  letter  of  explanation, 
should  be  sent  to  the  Superintendent  of 
Documents,  since  all  depository  publications 
remain  the  property  of  the  United  States 
Government. 

In  order  to  avoid  any  future 
misunderstandings  or  problems  between  the 
selective  and  the  regional,  regionals  should 
retain  the  selective's  discard  lists  for  three  years 
after  the  discards  have  been  made. 

Regional  depositories  also  have  the  authority 
to  instruct  selective  depository  libraries 
regarding  the  disposition  of  publications  in  the 
event  that  a  library  relinquishes  its  depository 
privilege.  This  disposition  should  be  made  as 
noted  above,  although  depository  libraries  may 
be  permitted  to  keep  some  publications  when 
the  depository  status  is  terminated. 
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D.  Regional  Administration 

Regional  libraries  are  urged  to  maintain  a  file 
folder  for  each  of  the  selective  depositories  they 
serve.  These  file  folders  should  house  the 
Regional's  copies  of  their  selective  libraries' 
inspection  reports,  selective  housing  agreements, 
correspondence,  discard  lists,  and  other  relevant 
information. 

Regional  depository  libraries  have  no 
jurisdiction  over  depository  libraries  in  the 
various  agencies  of  the  Federal  Government. 
Depository  libraries  within  Federal  Government 
agencies  are  designated  by  a  special  provision  of 
Title  44,  United  States  Code,  and  are 
responsible  only  to  the  Superintendent  of 
Documents  and  their  parent  agency.  As  the 
Federal  Depository  Library  Program  functions 
best  as  a  system  of  cooperating  libraries,  the 
Regional  library  is  encouraged  to  invite 
representatives  from  Federal  agency  library 
depositories  to  participate  in  local  depository- 
related  meetings. 

Regionals  as  well  as  selectives  have  the  right 
to  selectively  house  depository  materials  at 
locations  other  than  the  designated  library. 
Refer  to  part  H  of  Chapter  2  of  these 
Instructions  for  information  concerning 
selective  housing. 


E.  Regional  Consultation 

The  role  of  consultant  is  a  basic  part  of  a 
regional  library's  responsibilities.  Regional 
librarians  are  fully  involved  in  the  designation 
and  termination  processes.  Before  a  library 
formally  applies  for  status  as  a  depository,  the 
librarian  applying  for  status  is  urged  by  the 
Government  Printing  Office  to  contact  and 
consult  with  the  regional  librarian.  The 
regional  depository  is  responsible  for  giving  new 
depositories  any  necessary  information  regarding 
interlibrary  loan,  reference  and  other  services 
which  the  regional  can  provide. 


Regional  libraries  need  the  cooperation  and 
support  of  the  selective  in  order  to  effectively 
and  efficiently  fulfill  their  mission  as  regional 
Federal  depositories.  Regional  libraries  should 
take  a  leadership  role  in  organizing  documents- 
related  workshops  and  meetings. 


Regional  libraries  should  take  a 
leadership  role  in  organizing  documents- 
related  workshops  and  meetings. 


The  continuing  education  of  all  documents 
librarians  in  the  State  or  region  is  in  the  best 
self  interest  of  the  regional  library.  The 
regional  librarian  should  make  periodic  visits  to 
the  depository  libraries  in  the  State  or  relevant 
region  to  observe  their  depository  operations 
and  assess  the  needs  of  the  selective  which  they 
serve. 

Regional  librarians  should  also  take  an  active 
part  in  the  inspection  process.  The  presence  of 
the  regional  librarian  benefits  the  entire 
inspection  process.  At  a  minimum,  they  should 
contact  the  libraries  before  and  after  an 
inspection  to  offer  assistance.  Regional 
librarians  should  make  every  effort  to 
accompany  the  GPO  library  inspectors  on  their 
visits.  Regional  librarians  also  benefit  from  this 
unique  opportunity  to  observe  the  entire 
depository  operation  in  their  area.  ♦♦♦ 
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1.  Collection  Development 

2.  Bibliographic  Control 

3.  Maintenance 

4.  Staffing 

5.  Physical  facilities 


1.  Collection  Development 

I'm  a  documents  coordinator  at  a  selective 
depository.  Can  my  library  select  only  a 
small  numbers  of  items,  using  the  depository 
program  like  a  free  book  program,  so  we  can 
acquire  those  few  expensive  sets  like  the 
CFR  and  the  US  Code  for  free? 

GPO:  No.  The  150-year-old  Depository 
system  is  established  to  serve  the 
general  public,  as  well  as  a  library's 
primary  clientele,  with  a  suitable 
number  of  government  publications, 
based  on  the  library's  size  and  type. 

A  too  low  selection  rate,  which 
amounts  to  using  the  depository  as  a 
free  book  program,  defeats  that  goal 
and  does  not  fully  exploit  a  library's 
depository  status. 

If  a  free  book  program  for  a  few  key 
items  is  a  library's  depository 
collection  policy,  the  library  should 
withdraw  from  the  voluntary  Federal 
Depository  Library  Program  and 
simply  purchase  the  needed  key 
items  from  the  GPO  sales  program, 
which  is  established  for  that 
purpose. 


Common  Questions  Answered 


2.  Bibliographic  Control 

Why  do  I  have  to  fully  record  and 
date/depository  mark  all  formats  of  all 
depository  materials?  My  library  is  short 
staffed  and  such  processing  is  a  waste  of 
valuable  staff  time. 

GPO:  GPO  requires  a  full  record  of  all 
formats  of  depository  materials 
because  such  record  keeping  is  good 
library  practice  and  is  what  is 
afforded  a  library's  general 
collection  materials. 

Most  importantly,  fully  recording 
depository  materials  provides  GPO 
with  an  inventory  of  the  U.S. 
government  property,  which  the 
depository  materials  always  remain. 

Uniquely  marking  all  formats  of  all 
depository  materials  identifies  these 
materials  as  U.S.  Government 
property. 

The  date  mark  on  all  formats  of  all 
material  establishes  a  date  from 
which  the  material  may,  5  years 
later,  be  weeded  by  selective 
depository  libraries  according  to  the 
procedures  set  down  in  the 
Instructions. 


6.  Public  service 

7.  Public  service 

8.  Cooperative  Efforts 

9.  Regional  Services 
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3.  Maintenance 

Why  can't  I  simply  dispose  of  depository 
materials  after  my  library  has  no  more  use 
for  them?  Weeding  list  preparation  is  too 
time  consuming  for  my  limited  staff.  Do  I 
have  to  list  even  small  ephemeral 
publications?  I  don't  think  the  Regional  or 
other  libraries  need  my  discards. 

GPO:  The  weeding  process  is  established 
to  help  the  Regional  library  build  a 
comprehensive  retrospective 
collection  for  the  state.  It  also 
allows  other  libraries  to  take  needed 
materials  from  weeding  lists  after 
the  Regional  makes  its  selections. 

All  5-year-old  materials,  regardless 
of  quantity,  size,  or  perceived  value, 
must  be  listed  with  the  Regional 
library.  The  only  exceptions  are 
Federal  libraries  that  weed  through 
the  Library  of  Congress,  highest 
appellate  court  libraries  of  each 
State,  which  have  no  strict  weeding 
regulations,  and  superseded 
materials,  which  are  governed  by  the 
retention  instructions  of  the 
Superseded  List,  and  do  not  require 
listing  with  the  Regional  library. 


4.  Staffing 

What  is  an  appropriate  staffing  level  for  a 
depository  operation? 

GPO:  Staffing  needs  vary  depending  on 
library  type.  As  a  minimum,  the 
library  needs  a  documents 
coordinator,  ideally  a  documents 
librarian,  with  central  authority  to 
speak  for  depository  operations.  A 
minimum  standard  for  processing 
work  is  1  hour  a  week  for  every  1 
percent  of  item  number  selections. 


5.  Physical  facilities 

Physically  disabled  people  have  never  used 
this  library.  Why  do  we  have  to  go  to  all  the 
trouble  and  expense  of  making  our  library 
accessible  to  this  group? 


GPO:  Depositories  that  are  inaccessible  to 
the  physically  disabled  are  not  freely 
accessible  to  the  general  public. 
You  might  not  have  physically 
disabled  patrons  because  they  have 
been  frustrated  in  previous  attempts 
to  gain  access. 
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6.  Public  service 

My  library  is  not  a  public  library.  A  public 
library  depository  is  nearby.  They  are  better 
organized  to  serve  the  general  public.  Can't 
we  restrict  access  to  our  depository 
collections  to  only  our  students,  who  pay  a 
high  tuition?  At  the  least,  can't  we  allow 
public  access  to  depository  collections  only 
for  certain  restricted  hours?  We  would  also 
like  to  bar  high  school  students  by  applying 
an  age  restriction. 

GPO:  GPO  requires  free  access  to 
depository  collections  to  all,  without 
exception.  The  depository  library 
program  is  a  voluntary  program,  and 
free  access  is  the  cornerstone  of  the 
program.  A  depository  should  drop 
out  of  the  program  (if  GPO  does 
not  remove  it  first)  if  it  cannot 
comply  with  this  basic  requirement. 


7.  Public  service 

My  law  school  library  will  provide  free  access 
to  depository  collections,  but  we  want  to 
keep  undergraduates  out  of  our  library,  so 
we  post  a  sign  that  says  "Library  Use  For 
Law  School  Students  Only".  We  have  the 
depository  decal  displayed,  and  if  someone 
asks  to  use  depository  materials,  we  will 
provide  access.  Is  this  acceptable? 

GPO:  No.  Signs  or  policies,  even  if 
ignored,  can  have  a  "chilling  effect" 
that  would  discourage  depository 
use.  Such  signs  must  be  removed, 
or  modified  to  include  wording  to 
the  effect  that  the  use  of  Federal 
depository  publications  is  open  to 
all. 
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8.  Cooperative  Efforts 

We  would  like  to  house  some  depository 
materials  at  another  library.  Is  that 
acceptable? 

GPO:  Yes,  in  fact  it  is  encouraged.  This 
concept,  called  "selective  housing",  is 
an  excellent  technique  to  expand 
depository  materials  into  the 
community.  The  housing  site  library 
must  comply  with  all  depository 
requirements,  including  free  access 
to  the  general  public.  A 
Memorandum  of  Agreement  needs 
to  be  established  between  the 
depository  and  housing  site  library 
(see  Federal  Depository  Library 
Manual). 


9.  Regional  Services 

Our  Regional  library  is  very  exacting  when  it 
comes  to  discard  list  preparation.  The 
regional  wants  the  lists  formatted  in  a  certain 
way  or  they  will  not  process  them. 

GPO:  It  is  important  to  cooperate  with  the 
Regional  library.  Regionals  have 
the  right,  and  in  fact  the  obligation, 
to  establish  guidelines  for  creating 
and  submitting  discard  lists.  These 
guidelines  make  the  discard  process 
much  more  efficient  for  everyone. 

♦  ♦♦ 


Rev.  4123192 


38 


Instructions  to  Depository  Libraries 


Exhibits 
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B.  Depos 

C.  Depos 


tory  Shipping  List  -  Paper 
tory  Shipping  List  -  Microfiche 
tory  Shipping  List  -  Electronic 


D.  Depository  Shipping  List  -  Separates 

E.  Depository  Shipping  List  -  Corrections 

F.  Depository  Shipping  List  -  Surveys 

G.  OCR  Scannable  Form  -  Surveys 

H.  New  Item  Cards  -  Surveys 

I.  Amendment  of  Selections  Form 


J.     Depository  Library  Inquiry  Form 
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92-0164-P 

Depository  Shipping  List  No.  
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ITEM  CLASSIFICATION 
NUMBER  NUMBER  TITLE 


r»T ctd T RTTTTnN  Td   RFTNr  MAT1F  AfrOR DT NC  TO  THF  1991 

awwttat    ITPHATF    t\    t>        RFTTTRNFn   RY    TUT  Y   5  19911 

0156- 

B- 

52 

C  3. 

215/20:89-1 

American  Housing  Brier  oy-i,  Mousing  rrorne.  wasnm 

gton,  District  of  Columbia-Maryland-Virginia ,  Janu- 

i  n  n  o 

ary  1992 

0284 

CC  1 

.12/3:7/2 

FCC  Record,  Vol.  7,  No.  2,  January  13  -  24,  1992,  * 

$16.00 

0293- 

D 

PM  1 

.13:92-3 

The  Federal  Labor -Management  and  Employee  Relations, 

Consul  t an t ,    y  z  -  j  ,    r  eu ruary  1*+  ,    1.77^  ,    *  on  suu, 

0325 

K 

D  101.72:22/1 

Parameters ,  US  Army  War  College  Quarterly ,  Vol .  22 , 

No.  1,  Spring  1992,  *  $4.50 

0431 

C- 

05 

TD  4 

.12/2:992/4 

Notices  to  ninnen ,    r  eDruary  tu ,    1771,       on  t>uu , 

0461 

B- 

10 

ED  1 

.30/2: Ed  8/992 

Directory  of  ERIC,  Inforration  Service  Providers,  1992 

0544 

A 

01 

GA  1 

.15/2:14 

The  G.A.O.  Journal,  No.  14,  Winter  1991/92 

0563 

GS  2 

.8:F-C-2791 

Federal  Specification,  F-C-2791,  November  29,  1991 

0575 

A 

AE  2 

.110/2:102-1 

102d  Congress:  Private  Law  102-1,  December  11,  1991 

0575 

A 

AE  2 

.110/2:102-2 

lUZa  L-ongress.    rrivate  i^aw  luz-z,   uecemDer  , 

0609 

C- 

04 

C  55 

.305:M  27/990 

Magnuson  Fishery  Conservation  and  Management  Act,  As 

Amended  Through  November  28,  1990 

0612 

I  49 

.2:H  12 

Hakalau  Forest,  National  Wildlife  Refuge,  Hawaii, 

Hunting  and  Public  Access,  January  1992 

0637 

M 

L  38 

.15:92-078 

Fatalgram,  92-078,  February  3,  1992 

0637 

M 

L  38 

.15:92-079 

Fatalgram,  92-079,  February  3,  1992 

0637 

M 

L  38 

.15:92-080 

Fatalgram,  92-080,  February  3,  1992 

0769 

■P 

L  2. 

120/2-12:991 

News,  Union  Members  in  1991 

0996 

■C 

Y  1. 

l/2:Serial  13881 

100-2:  United  States  Congressional  Serial  Set,  House 

Documents,  Nos .  217-221 

1012 

•A 

Y  4. 

Ar  5/2  a:991-92/9 

102-1  Hearings:    [H.A.S.C.  No.   102-9];  National  Defense 

Authorization  Act  For  Fiscal  Years  1992  and  1993-H- 

. R .   2100,  Oversight  of  Previously  Authorized  Progr- 

1035 

■C 

Y  4. 

B  22/3:S.hrg.l02- 

ams  ,  * 

102-1  Hearing:  The  Flood  Insurance,  Mitigation,  and 

430 

Erosion  Management  Act  of  1991,  S.Hrg.  102-430,  * 

1042 

•A 

Y  4. 

J  89/2:S.hrg.l02- 

102-1  Hearing:   Investigation  of  the  Southwest  Savings 

432 

and  Loan  Association  of  Phoenix,  AZ ,   S.Hrg.  102-432, 
* 

*  For  Sale  by  the  Superintendent  of  Documents 
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ITEM 
NUMBER 


CLASSIFICATION 
NUMBER 


Microfiche    #  92-1394 


TITLE 


0742-B 


1051-H-ll 


Ju  11.7/2:1991-537 


Ju  11.7/2:1991-603 


Ju  11.7/2:1991-604 


Ju  11.7/2:1991-605 


Ju  11.7/2:1991-606 


Ju  11.7/2:1991-607 


Ju  11.7/2:1991-608 


Ju  11.7/2:1991-609 


Y  3.N  88:25/3668 

Y  3.N  88:25/4551/ 

v.2/rev. 1/ 
pt.2 

Y  3.N  88:25/4639/v.5/ 

pt . 2/ rev . 3 

Y  3.N  88:25/4767 


Y  3.N  88:25/4962 


DISTRIBUTION  IS  BEING  MADE  ACCORDING  TO  THE  1991  ANNUAL 
UPDATE.       (i.e.  RECEIVED  BY  JULY  3,  1991.) 


Linda  J.  Tyler,  Petitioner  v.  Commissioner  of  Internal 
Revenue,  Respondent,  T.C.  Memo.  1991-537,  Docket  No. 
22808-89,  U.S.  Tax  Court,  Filed  October  29,  1991 

Ellis  E.  Davis  and  Emma  Davis,  Petitioners  v.  Commissioner 
of  Internal  Revenue,  Respondent,  T.C.  Memo.  1991-603, 
Docket  No.  9132-89,  U.S.  Tax  Court,  Filed  December  9, 
1991 

Dorian  M.  Bennett,  Petitioner  v.  Commissioner  of  Internal 

Revenue,  Respondent,  T.C.  Memo.   1991-604,  Docket  No. 

7442-88,  U.S.  Tax  Court,  Filed  December  9,  1991 
David  A.  Kelley,  Petitioner  v.  Commissioner  of  Internal 

Revenue,  Respondent,  T.C.  Memo.   1991-605,  Docket  No. 

13693-90,  U.S.   Tax  Court,  Filed  December  9,  1991 
David  Hoag,  Petitioner  v.  Commissioner  of  Internal  Revenue, 

Respondent,  T.C.  Memo.   1991-606,  Docket  #21578-90, 

U.S.  Tax  Court,  December  9,  1991 
Stan  E.  Bush,  Petitioner  v.  Commissioner  of  Internal 

Revenue,  Respondent,  T.C.  Memo.   1991-607,  Docket 

#16232-91,  U.S.  Tax  Court,  December  9,  1991 
Samuel  J.  Spurgeon,  Petitioner,  v.  Commissioner  of 

Internal  Revenue,  Respondent,  T.C.  Memo.  1991-608, 

Docket  No.   27751-89,  U.S.  Tax  Court,  Filed  December 

9,  1991 

Harry  Bowers,  Petitioner  v.  Commissioner  of  Internal 

Revenue,  Respondent,  T.C.  Memo.   1991-609,  Docket  No. 

8054-91,  U.S.  Tax  Court,  Filed  December  9,  1991 
Minet  Code  Documentation,  NUREG/CR-3668,  BNL-NUREG- 

51742,   U.S.  NRC 
Evaluation  of  Seyere  Accident  Risks:  Quantification 

of  Major  Input  Parameters,  NUREG/CR-4551,  SAND86- 

1309,  Vol.   2,  Rev.   1,  Part  2,  U.S.  NRC 
Nuclear  Computerized  Library  for  Assessing  Reactor 

Reliability  (NUCLARR),  NUREG/CR-4639 ,  EC-G-2458, 

Volume  5,  Rev.  3,  U.S.  NRC 
Shutdown  Decay  Heat  Removal  Analysis  of  a  General 

Electric  BWR4/MARK  I,  NUREG/CR-4767 ,  SAND86-2419, 

U.S.  NRC 

Methods  for  the  Elicitation  and  Use  of  Expert 

Opinion  in  Risk  Assessment,  NUREG/CR-4962 ,  PLG-0533, 
U.S.  NRC 

Number  of  Titles:  14 
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ITEM 
NUMBER 


CLASSIFICATION 
NUMBER 


TITLE 


154-D 


434-C 


429-X 


I051-H-4 


C  3.278:Ex  7/992- I /CD 

C  3.278:1m  7/992-1/CD 

E  3.9/2:99  1/  10/doc. 

E  3.9/2:99l/IO/floppy 

E  3.9/2:99!/l2/doc. 

E  3.9/2:99  1/ 12/floppy 

E  3.5l/2:991/doc. 


E  3.5  l/2:991/floppy 


Y  3.N  88:  15/v. 15/no. 12/ 
991/disk. 


DISTRIBUTION  IS  NOW  BEING  MADE  ACCORDING  TO  THE   199  1 
ANNUAL  UPDATE  (i.e.  RETURNED  BY  JULY  5,  1991.) 

U.S.  Exports  of  Merchandise,  CDEX-92-01,  January  1992 

U.S.  Imports  of  Merchandise,  CDIM-92-01,  January  1992 

Monthly  Energy  Review  Data  Base,  October   1991  (Documentation) 

Monthly  Energy  Review  Database,  DOE/EIA-0035C 9  I / 10) , 
October   1991  (Floppy) 

Monthly  Energy  Review  Data  Base,  December    1991  (Documentation) 

Monthly  Energy  Review  Database,  DOE/EIA-0O35( 9  1/12), 
Dec.ember   199  1  (Floppy) 

World  Integrated  Nuclear  Evaluation  System  (WINES9I) 
(Documentation) 

NOTE:     As  announced  on  Survey  9  1-100,  distributed  on 

shipping  list  91-0144-P,  dated  February  II,  1991, 
LPS  created  miscellaneous  electronic  products 
item  numbers  to  be  used  when  a  survey  could  not  be 
conducted  in  a  timely  manner.     The  above  title 
was  ordered  using  the  order  count  for  item  number 
429-X.     Item  number  429-X-7  has  been  set  up  for 
E  3.51/2:,  World  Integrated  Nuclear  Evaluation 
System  (annual)  (diskettes);  and  the  selection 
records  of  those  libraries  selecting  item  number 
429-X  have  been  transferred  to  the  new  item  number. 
In  the  future,   the  distribution  will  be  made  under 
the  newly  created  item  number. 

WINES9I,    199  1  World  Integrated  Nuclear  Evaluation  System 
(Floppy) 

U.S.  Nuclear  Regulatory  Commission,  NUREG-0020,  Vol.  15, 
No.    12,  November    1991  Data  (Diskette) 

NOTE:     Please  note,   the  number  is  listed  incorrectly  on 

the  outside  cover.     It  should  tead  Vol.    15,  No.  12. 


Number  of  titles: 


Mail  Claims  To: 


U.S.  GOVERNMENT  PRINTING  OFFICE 
LIBRARY  PROGRAMS  SERVICE  (SLDM) 
PAPER  CLAIMS 
WASHINGTON.  D  C.  20401 


Signature  of  librarian  authorized  to  make  claim. 
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D.  Depository  Shipping  List  -  Separates 


Exhibits 


ocu  corm 

c  "  Ml  Depository  Shipping  List  No.  92-0153-p 


separates  Date  March  25,  1992  Page___L_  Of  . 


Claims  for  nonreceipt  of  publications  on  this  list  under  item  numbers  previously  selected  by  a  library  must  be  post- 
marked within  60  calendar  days  of  receipt  of  this  shipment  When  filing  a  claim  for  missing  publications,  please  return 
8  copy  of  the  list  on  which  they  appear  and  circle  the  item  numbers  that  are  missing 


ITEM  CLASSIFICATION 
NUMBER  NUMBER  TITLE 


DISTRIBUTION  IS  NOW  BEING  MADE  ACCORDING  TO  THE    199  1 
ANNUAL  UPDATE.     (i.e.  RETURNED  BY  JULY  5,  1991). 

THIS  SHIPMENT  IS  BEING  MAILED  IN  TEN  SEPARATE  PACKAGES. 

FIRST  PACKAGE 
0258 

C 

21 

12:990/rev.2 

Manual  of  Classification,  Revision  No.   2,  December  1991, 
S/N  903-006-0002  1-8,  *  on  sub. 

SECOND  PACKAGE 

0260-C 

C 

21  . 

5/4:  1  136/4 

Official  Gazette,  Trademarks,  Volume   1136,  Number  4, 
March  24  ,    1992 ,  * 

THIRD  PACKAGE 
0329 

D 

101 

.  1  1:9-2320-260- 
34  P-l/992 

TM  9-2320-260-34P- 1 ,  Direct  Support  and  General  Support 
Maintenance  Repair  Parts  and  Special  Tools  List  for 
5-Ton,  6X6,  M809  Series  (Diesel),  January  1992 

101 

.  1 1:9-2320-260- 
34  P-2/992 

TM    9- 2  3  20- 2  60-  34  P- 2      Direrr    Qimnnrr    anH    rPnpral  cimnr)rr 

■ll     J     t-  ~i     'J                          I      i  ,      L/ilCLU      JU[JpUl  L     dllU     belle  1  dl      JUUpUI  L 

Maintenance  Repair  Parts  and  Special  Tools  List  for 
5-Ton,  6X6,  M809  Series  (Diesel),  January  1992 

FOURTH  PACKAGE 
04  22-M 

D 

301 

.82:C  73 

Combat  Chronology,  World  War  11  Anniversary  Edition, 
194  1  -    194  5 

FIFTH  PACKAGE 
04  30-K-03 

E 

6.  10:P  87/992 

Principal  Power  Facilities,  Western  United  States, 
Existing  and  Under  Construction,  Map  No.  A-2A,  1992 

SIXTH  PACKAGE 
04  74-B-02 

E 

1.70:Se  2/2 

"I'm  Beginning  to  See  the  Light"  Security,  We  Must  Safe- 
guard U.   S.  Technology,  (Poster) 

SEVENTH  PACKAGE 

0572-B 

AE 
AE 
AE 

2. 
2. 
2. 

!06/3:7/pt.46- 
51/992 

106/3:  14/pc.  1- 
59/992 

106/3:  16/pt/ 150- 
999/992 

Code  of  Federal  Regulations,  Title  7,  Agriculture,  Parts 
46  to  51,  Revised  January   1,    1992,   S/N  869-017-00009-4, 
*  $18.00 

Code  of  Federal  Regulations,  Title    14,  Aeronautics  and 
Space,   Parts    1   to  59,  Revised  January   1,    1992,  S/N 
869-017-00042-6,  *  $25.00 

Code  of  Federal  Regulations,  Title    16,  Commercial  Prac- 
tices, Parts    150  to  999,  Revised  January   1,  1992, 
S/N  869-017-00051-5,  *  $14.00 

Number  of  Titles:  13 

Mall  Claims  To: 


US  GOVERNMENT  PRINTING  OFFICE 
LIBRARY  PROGRAMS  SERVICE  (SLDM) 
PAPER  CLAIMS 
WASHINGTON,  D  C  20401 

Signature  o'  librarian  authorized  to  make  claim   
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Instructions  to  Depository  Libraries 

F.  Depository  Shipping  List  -  Surveys 


Exhibits 


DEPOSITORY   SHIPPING   LIST  NO .  91-0837-P 
SURVEY   DATE  :      DECEMBER   20,    199  1 


PAGE 


ITEM 
NUMBER 


CLASSIFICATION 
NUMBER 


TITLE 


SURVEY  91-002 

THE  FOLLOWING  SERIES  WITH  ITEM  NUMBERS  AS  INDICATED  BELOW  ARE  NOW  BEING 
ADDED    TO    THE    1950    REVISION   OF   THE   CLASSIFIED  LIST: 


0032-C 
023  1-P 
0422- 


0422- 

0429- 

0429- 
043  1- 
046  1- 
0504- 
0506- 
0595- 


0  1 
02 
06 


0672-N 

0780-  B 

0781-  B 
0818-K-01 


1  1  0  .  1  6  !_ 

57 .  1  20  : 

30  1  . 26/24-2  : 

30  1.  26/24-3 : 

3  .  1  1/20-5 : 


E  2.25: 
TD  4.69: 
ED    1  . 330  : 
HE   20 .79 18: 
HE  20.30S9: 
FHF  1.15: 

IA  1.31: 
L  37.24: 
L  36 .  1  1  : 
LC  42.8 


Directories 
Forms  (P) 

Airpower  Journal   (Portuguese)  (semi-annual) 
(P) 

Airpower  Journal   ( Hispanoamer icana ) 
(serai-annual)  (P) 

WEPS   (World  Energy  Projection  System) 
(diskettes)  (annual) 

The   Chronicle    (monthly)  (MF) 

Posters  (P) 

Directories 

Toxicological  Profile    (TP)    (series)  (MF) 
Forms  (P) 

Rates  £   Terms  on  Conventional  Home  Mortgages 
Annual  Summary  (MF) 

Posters    ( P ) 

Posters  (P) 

Directories 

Handbooks,    Manuals,  Guides 


DEPOSITORY   SHIPPING   LIST  NO.  91-0837-P 

SURVEY  DATE:      DECEMBER   20,    1991  PAGE 

SURVEY  91-002 


TOTAL   NUMBER   OF   ITEMS   SURVEYED:  015 

IF    YOUR  DEPOSITORY   LIBRARY  WISHES   TO   RECEIVE   ANY  OF   THESE   ITEMS,  PLEASE 
INDICATE   YOUR  CHOICE   OH  THE   ENCLOSED   SCANNING   SHEET,    FILL   IN  YOUR 
DEPOSITORY   LIBRARY   NUMBER,    AND   RETURN   THE   SCANNING   SHEET   NO  LATER 
THAN        JANUARY    31,  1992 

MAIL   TO  THIS  ADDRESS' 

U.S.    GOVERNMENT  PRINTING  OFFICE 

LIBRARY   PROGRAMS   SERVICE  (SLLA) 

SURVEY  RESPONSES 

WASHINGTON ,    DC  20401 
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Instructions  to  Depository  Libraries 
G.  OCR  Scannable  Form  -  Surveys 


Exhibits 


GPO  FORM  3492 
(R  4-86)  P.57002-8 


UNITED  STATES  GOVERNMENT  PRINTING  OFFICE 
SUPERINTENDENT  OF  DOCUMENTS 


PAGE 


1  OF 


a 


SURVEY 
NUMBER 


■u-png 


SURVEY 
DATE 


1E/EQ/11 


SURVEY 
CLOSING  DATE 


□1/31/15 


NUMBER 
OF  ITEMS 


_DQ15 


DEPOSITORY  LIBRARY  NUMBER 

©  ©  ©  © 

@©@®®©©©©® 

®©@®@®©®®® 

®©®®©©©©©® 

®  ©  ©  © 

INSTRUCTIONS 


Please  write  your  library  number  in  the  space 
provided  at  left,  and  fill  in  the  corresponding  circle  for 
each  digit. 

Also  mark  an  "X"  in  the  box  next  to  those  items 
listed  below  that  your  library  wishes  to  receive. 

Use  only  black  or  blue  ink,  or  #2  pencil. 

For  further  information,  please  see  the  reverse. 


Please  fold  along  line 


□ 

003E-C 

□ 

0E31-P 

□ 

04EE-A-01 

□ 

04SE-A 

□ 

□4E1-X-0b 

□ 

04ET-Y 

□ 

0431-S 

□ 

04bl-G 

□ 

050M-V 

□ 

D50b-L 

□ 

0515-B 

□ 

0b7£-N 

□ 

0780-B 

□ 

07A1-B 

□ 

0A18-K-01 

□ 

□ 

□ 

□ 

□ 

□ 

□ 

□ 

□ 

□ 

□ 

□ 

□ 

□ 

□ 

□ 

□ 

□ 

□ 

□ 

□ 

□ 

□ 

□ 

□ 

Please  fold  along  line 


□ 
□ 
□ 
□ 
□ 
□ 
□ 


□ 
□ 
□ 
□ 
□ 
□ 
□ 


□ 
□ 
□ 
□ 
□ 
□ 
□ 


□ 
□ 
□ 
□ 
□ 
□ 
□ 
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Instructions  to  Depository  Libraries 

H.  New  Item  Cards  -  Surveys 


Exhibits 


ITEM  NO:      0032-C  CARD   01    OF  02 

Agriculture  Department 

Food   Safety  and   Inspection  Service 

A    1  1  0  .  1  6  •• 
Directories 

SURVEY:  91-002 

ITEM  NO:      0231-P  CARD    01    OF  02 

Commerce  Department 
Export  Development  Bureau 

C  57.120: 
Forms  (P) 

SURVEY :  91-002 

ITEM   NO:      0422-A-01  CARD   01    OF  02 

Defense  Department 
Air   Force  Department 

D   30  1  . 26/2M-2  = 

Airpower  Journal    (Portuguese)  (semi-annual) 
(P) 

SURVEY:  91-002 

ITEM  NO:      0M22-A-02  CARD    01    OF  02 

Defense  Department 
Air  Force  Department 

D   30 1 . 26/2M-3  = 

Airpower   Journal    (His  pano  ame  r  i  cana ) 
(semi-annual)  (P) 

SURVEY:  01-00? 


ITEM  NO:    0032-C  CARD   02   OF  02 

Includes  miscellaneous   directories   of  the 
Service.   No  specific  information  can  be 
supplied   as   to   the   type,    number,    or   size  of 
directories  expected  in  a  year. 


SURVEY :  91-002 


ITEM  NO:    0231-P  CARD   02   OF  02 

Includes  miscellaneous  forms  on  various 
subjects   pertaining   to   the  work  of  the 
Bureau.    The   number,    size,    and  pagination  of 
forms  to  be  issued  a  year  cannot  be 
predicted . 


SURVEY :  91-002 


ITEM  NO:    0422-A-01  CARD   02    OF  02 

This   publication  series'    purpose   is  to 
present  innovative   thinking   concerning  Air 
Force   doctrine,    strategy,    tactics,  and 
related  national   defense  matters.  Includes 
narrative,    illustrations,    tables,   and  charts 
which  provide   data.    Each  issue  is  in 
Portuguese . 


SURVEY:  91-002 


ITEM  NO:    0422-A-02  CARD   02   OF  02 

This   publication  series'    purpose   is  to 
present  innovative   thinking  concerning  Air 
Force   doctrine,    strategy,    tactics,  and 
related  national  defense  matters.  Includes 
narrative,    illustrations,    tables,    and  charts 
which  provide   data.    Each  issue   is  in 
Hispanoamericana. 


SURVEY :  91-002 


47 


Rev. 


Instmctions  to  Depository  Libraries 

I.  Amendment  of  Selections  Form 


Exhibits 


GPO  Form  3495 

<R1"85)  AMENDMENT  OF  SELECTIONS 

Please  list  item  numbers  to  be  changed  below,  andindicate  whet  her  you  wish  to  add 
or  delete  (A  or  D)  the  item  from  your  library's  selections  Please  be  certain  to  include 
your  depository  library  number.  Amendments  will  become  effective  when  announced 
by  this  office. 


item  Number 


A  or  D 


Item  Number 


A  or  D 


TB-U  

Date  Signature  of  librarian  authorized  to  amend  deposi- 

tory's selections. 

(    )  Check  here  to  receive  more  forms.  «u.s.  gpo:  1989-235-055 


Rev.  4/23/92 
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Exhibits 


J.  Depository  Library  Inquiry  Form 


c 


QPO  FORM  3794 
(R  10-90) 


DEPOSITORY  LIBRARY  INQUIRY  FORM 

Electronic  □  Microfiche  □  Paper  □  Map  □ 


□  Selection  Inquiry 

□  Fugitive  Publication 

□  Classification  Inquiry 

□  Item  Number  Inquiry 

□  Cataloging  Inquiry 

□  Claim  Inquiry 

□  Claim  for  Automatic/Direct  Mail 

□  Depository  Shipping  List  Inquiry 

□  Other 


Name  of  Librarian 


Area  Code/Telephone  No. 


Date 


Fax  No 


Lib  No 


Depository  Shipping  List  No.  and  Date 


Classification  No. 


Item  No.: 


Monthly  Catalog  Entry  No.: 


Title  &  Government  Issuing  Oflice 


Details  of  Request 


For  Use  By  GPO 


Reply 


Name 


Date 


INSTRUCTIONS:  Mail  copies  1  and  2  to:  U.S.  Government  Printing  Office 

Library  Programs  Service  (SLLA) 
Washington,  D  C  20401 

Retain  copy  3  for  your  files.  Print  or  type  your  address  in  the  area  provided  below  to  ensure  a  prompt  response. 


US  GOVERNMENT  PRINTING  OFFICE 
SUPERINTENDENT  OF  DOCUMFNTS 
WASHINGTON  0  C  2O402 


OFFICIAL  BUSINESS 


LIB# 
Institution 
Address 


L"S  ACTION 
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Index 


Access   iv,  1,  3,  7,  15,  18,  23-26,  36-38 

Acid-free  containers   15,  19 

Additions  (Item  numbers)   .  .  .  .   5-6 

Administrative  Notes   5,  6,  29 

Amendment  of  Selections  Form  5,  48 

Annual  selection  update    5-6,  12 

Arrangement  of  publications   9,  12,  20 

Attendance  at  meetings   21 

Basic  collection   3 

Bibliographic  control    9,  35 

Biennial  survey  27 

Cataloging  9,  26 

Charts   11 

Circulation  25 

Claims    12-15 

Classification   9-12,  29,  32 

Collection  development    3-7,  28,  31,  35 

Communications  with  GPO    2,  4-7,  11-14,  25,  27,  28,  32 

Compact  disk  maintenance  20 

Complete  shipment    10,  11 

Computer  printout  5 

Cooperation   27-29,  33 

Cooperative  publications   4 

Core  collections  4 

Correction  shipping  list   10,  11,  29 

Dating  depository  materials   9,  35 

Defective  copy  13 

Defense  Mapping  Agency   11,  14,  19 

Deletions  (Item  numbers)  5,  6 

Depository  Library  Inquiry  Form    11,  13,  14,  28,  29,  49 

Depository  termination  procedure    2 

Designation    1,  2,  31,  33 

Direct  mail  11,  12,  14,  29 

Discards   6,  12-14,  16-18,  20,  31-33,  38 

Duplicates   14,  16,  18 

Electronic  publications   10,  14,  17,  18,  20,  24,  26,  32,  42 

Electronic  shipping  lists   10 

Equipment   18,  20,  24 

Exchange  and  Gift  Division   .   17,  18 

Fax   14,24 

Federal  Depository  Library  Manual    4,  7,  11-14,  20,  26,  28,  38 
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Federal  Depository  Library  Program  iv,  1-4,  6,  7,  10,  15-17,  19-21, 

26-28,  31-33,  35 

Federal  depository  status   1,  2 

Five-year  retention  6,  9,  17,  18,  31 

Floppy  disk  maintenance   20 

Free  public  access    iv,  1,  3,  7,  23,  25,  37 

Free  use   iv 

Government  property   2,  7,  9,  15,  16,  18,  32,  35 

GPO  Classification  Manual  12 

GPO  form  3495,  Amendment  of  Selections  5,  48 

GPO  form  3794,  Depository  Library  Inquiry  Form  .  .  11,  13,  14,  28,  29,  49 

Guidelines  for  the  Depository  Library  System  3,  27 

Holdings  record  9,  19 

Housing  6,  7,  19-20,  23 

Human  resources  21,  36 

Index  map  9 

Inspection    27,  28,  33 

Insuring  depository  collections    15-16 

Item  number  deletion  5,  6 

Item  number  selection    3-6,  47 

Local  cooperation   27,  28 

Maintenance    iv,  15,  16,  20,  36 

Maps  9,  11,  14,  18,  19,  20 

Marking  depository  materials   9,  35 

Memorandum  of  Agreement  (MOA)    7,  19,  21,  38 

Microfiche   10,  14,  15,  17,  19,  24,  32,  41 

Natural  disaster   16 

Needs  and  Offers   16,  18 

New  series  notification  5,  6 

OCLC  subfields  086  &  z  11 

Over-sized  publications  11 

Paper  clips  on  microfiche  19 

Partial  shipments    10,  11 

Physical  access  23,36 

Physical  facilities   23,  24,  36 

Physically  disabled  patrons  23,  36 

Posters  20 

Pre-packaged  publications   11 

Preprints    16,  18 

Probationary  status  27 

Processing   6,  9-14,  19-21,  35,  36 

Public  awareness   26 

Public  Printer  16 

Public  service   3,  4,  21,  25-26,  37 

Publication  inquiry  29 

Raincheck   13 

Reference  service   25,  26,  31 
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Index 


Referrals   25,  26,  28 

Regional  services  31-33,  38 

Regional  shipment   10,  11 

Reprints   16,  18 

Responsible  officials  21 

Retention,  5-year  6,  9,  17,  18,  31 

Retroactive  distribution   6 

Rubber  bands  on  microfiche   15,  19 

Secondary  copies    16-18 

Selection  (Item  numbers)  3-6,  10,  12,  35 

Selective  housing    6,  7,  19,  21,  25,  33,  38 

Separates  11-13,  43 

Service  to  general  public    3,  4,  21,  25-26,  37 

Service  to  primary  patrons    1,  3,  21,  25-26,  35 

Shelflist   9 

Shipping  list   5,  6,  10-13,  19,  29,  40-45 

Shrink  wrap  15 

Signage   24,  37 

Special  offers  (selections)  6 

Staffing    21,  25,  26,  36 

State  plans  28 

Substitution  of  depository  materials    18-19 

Superintendent  of  Documents    2,  10,  13,  16,  27-28,  31-33 

Superintendent  of  Documents  classification  4,  9-12,  29,  32 

Superseded  publications  15,  17,  18,  36 

Survey  shipping  list  6 

Title  44,  United  States  Code   iv,  2,  18,  27,  31,  33 

Training  21,  26 

U.S.  Geological  Survey   11,  14,  19 

United  States  Book  Exchange  16 


53 


Rev.  4123192 


BP  3.26:   D  44/992 

Instructions  to  depository 
libraries 


i 


1/ 

OEMCO 


